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ABSTRACT 

Intended to e^idourage the appropriate ansd informed 
use of resource sharing mechanisms and services through the 
establishment of common policies and procedures throughout Indiana, 
this manual brings together in one document a description of current 
resource sharing activities in the state, codifies general practices, 
and provides guidelines based on existing interlibrary loan patterns. 
In order to facilitate review, use, \iid -revision, it is organized so 
that each major aspect of resource suring is dealt with in a 
separate part. These aspects include/interlibrary loan guidelines, 
reciprocal borrowing, document delivery, and distribution and 
revision policy and procedure. Wi^in each part the material is 
arranged so that the policy governing an operation is presented 
before the procedure by which it is carried out. Policies are printed 
on white paper ancj procedures on yellow to facilitate use. Fourteen 
appendices present additional reference material including a user 
comment sheet. (RAA) 
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PART I. lOTRODUCnON 
A, POFWORD 



* 

This manual results from ttie efforts of many Indiana librarians. 
Specifically, the Network Coordinating Committee (NCC) of the Indiana'' 
State Library Advisory Committee (ISLAC) appointed a Task Force tp 
revipw interlibrary loan in Indiana. The specific charge to the task 
force was: 

•"lb gather, review and analyze pertinent statistics 
in orjder to r;ecamend a new phased-in statewide ILL . 
plan for all Indiana libraries. Suggested topics for 
study and review include airong others:* IWX, OCDC, the ^ 
present ILL code, coniTiurii cat ions, aiiu staixjciidt. for ' / 
statistics." 



Ihe results of the l^sk Force deliberations are presented in this 
report . 

Ibe composition of the Task Force chJinged over a period of time. 
Former members of the T^sk Fprce are: Harold Bakec; Indiana State 
University Library; Dan Fast, Stone HiUs Area^brary Services 
Authority; Sharon Wiseman, Indiana State Library; ant^ Larry Griffin and 
Jim Self, Indiana. Uhiversity Libraries. The Task Force was appointed by 
Earl I^nnenbaum, Indiana State University Library, who served as 
Chairperson of the Network Coordinating Cannittee. The support given to 
the T^sk Force by Mr. l^nnenbaum was vital in getting its work underway 
and 'he is hereby acknowledged. Mr. Ray EWick, Director of the Indiana 
State [library, in addition to encouraging this effort, made available 
the resources necessary to issue and distribute this publication. 

We also with to acknowledge assistance provided to us by the staff 
of the Extension Division of the Indiana State Library f ALSAs, INCOLSA, 
and the many librarians who helped throughout *the study. 

V 

And finally, special mention is due Debra Renbarger of INCOLSA who 
formatted and typed this manual. Comments about this report should -be 
sent to Uje attention of the Network Coordinating Cannittee in care of 
the Indiana State Library. 



interlibrary loan Task Force 



Barbara Evans Markuson (INCOL^SAI 
(Chairperson). ^^^^ 

Elizabeth Booth-PDor tBartholomew 
County Public Library) * 

Dave Byjcove (Anderson-Anderson 
Sftony Creek IWp. Library) 

Peggy Curran* (Naval Weapons Support 
Center Library) 

Pdele Hoskins (Scientific Library, 
y £li Lilly & Co.) 



Jim Kennedy (Lilly Library, 
Earlhanf College) 

f' 

Sara Laughlin (Stone Hills Area 
Library Services Authority) 

RDbert Miller (Uhiversity of 
Notre Dame Library) 

Mary Oppman (PDrtage TWp. 
Schools) 

Martha RDblee (Indiana State , 
Library) 
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^ ^ B. RESOURCE SHARING IN INDIANA 

^^ ... 

A long-r^Uige objective of the Network Coordinating Ctmnittee of the 
Indiana State^ Library Advisory Council is inproved services to users 
through effective interlibrary cooperation. Traditionally, resource 
sharing has been a focal point of interlibrary cooperation. Network 
technology, the information explosion r and economic pressures have sti- 
mulated increased resource sharing activity. It seemed useful, there- 
fore, to trym.to bring together in one document a description of current 
resource sharing activities in Indiapa. 

This manual reflects our current state of resource sharing. The, 
secticn on interlibrary loan is quite detailed; in contrast there is at 
present little to say about* document delivery as a statewide service. 

Bo1^h the Indiana Governor's Conference on Library and Information 
Services and the Whiti& House Conference on Library and Infonnation" 
Services emphasized the need for improved interlibrary networking tp ^ 
meet the infdrmat;ion needs of our citizens. This manual is an effort 
tcv/ard this larger goal. 
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' . C. USE OF THIS MANUAL. 

/• 

Itiis nvanual cx>ncent rates on resource sharing from a statewide 
perspective • Its- objective is to encourage appropriate and informed 
use of resource sharing mechanisms and services. As each library adopts 
and follows cannon policies ahd procedures, inone efficient sharing 
should result and user services should inprove. 

Since no statewide resource sharing or ILL Code now exists, this 
manual codifies general practices and provides^ guidelines based on 
existing interlibrary loan patrtems. The intent of this manual is not 
to inpose rigid guidelines, but to offer several options as described 
along with recommended procedures for each, 

^ • 

T\D, facilitate rev;iew, use, and revision, this manuaj is organized 
so that each major aspect of resource sharing, is dealt with in .'a , 
separate part. Within each part, the material is arranged so that the 
policy governing an operation is presented-* before the procedure by which 
it is carried out. 

Tt) facilitate use of the manual, policies^ and procedures are 
interleaved but printed on paper of different color • The Appendix pre- 
sents additional reference material which either could not be readily 
acconodated in the text or which might be of interest to the majority of 
use? s . 

^ Plans are to issue revisions and updates to this manual on an 
annual basis. A coniTient sheet is provided in Appendix Please dupli- 
cate this sheet and forward your suggestions so that this manual can be 
inproved each year. 

This manual may be duplicated for wider dissemination within each 
library as required. Ojestions or interpretation of the manual^f should 
be referred to the Extension Division of the Indiana State Library. 



PART II: imERLIBRARY IDAN QUIDELIlsIES 



Section A: Introduction 

Section B: Borrowing Policy and Procedures 

Section C: Lending Policies and Procedures' 

Section D: InterlibraiTy Loan Reporting and Statistics 

Section E: Interlibrary Loan Glossary 
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PART II - IL& GUIDELINES 
Section A: H^TTRODUCTfON 



Background Information ' . ^ 

Library users have the right to pursue all possible avenues 
in seeking information • m help tijem overcopie the infonnation 
limits inherent in any given local collection, libraries have 
negotiated over the years various inter library arrangement's to 
open othec collections to their 'users; These arrangements 
incllide:/ visiting privileges, reciprocal borrowing, deposit and 
revolving collections and interlibrary loan. This section^focu- 
ses on the interlibrary loan methO(5 of user access. 

» lb help prevent possible abuses of this cooperative service 
it is cofmion to negotiate certain protocols, policies, and proce- 
dures. Thus, the National Interlibrary loan Code describes those 
arrangements that have been negotiated at the broadest, i.e.^ 
nationwide, lev^. This code, in general, restricts interlibrary 
loan privileges to users needing material for "serious studyf and 
"resrtrch." (The National Interlibrary loan Code is presented in 
Appendix A of this manual.) 

Tb supplement this code, many states have adopted codes that 
are more liberal. These codes allow users to seek materials on 
interlibrary loan for educational, recreational, and cultural' 
purposes in addition to serious study and research. As well,' 
these state craes have tended to be more liberal in the types of 
materials that may be borrowed. 

Thus', the tradition has been established that the state 
responsibility, for meeting user information needs through 
interlibrary loan is broader than the national responsiblility . 
Among factors contributing to this tradition are: v 

1) the idea that the user should be given* as 
rapid service as possible and that docu- 
ment delivery is distance dependent, 

2) the belief that resources should be 
accessed in a hierarchical fashion - 
e.g,, local area, state, regional, 
national, and international, both to 
distribute the load and to improve^ speed 
of delivery as noted above, 

3) the fact that, when information about 
holdings was limited, a few large ' ^ 
research libraries bore* the brunt of 
national interlibrary loan, and 

4) Federal funding for interlibrary services 
(e.g; I5CA) was distributed at the state 
level , vtiereas no national funding is ' . — 

•iOl 



made available for* inter-state 

intef library loan services. \ ; 

«• , > . 

Over -the past several decades, then, interlibrary. loan has^ 
become an essential service for -libraries of all types that want 
to help their users obtain information without being limited by 
the budget anfl • scope of "the local collection. However, it is a 
strong tenet of librarianship that interlibrary loan is an 
adjunct to, and- not a substitute for, collection developiDer^t at 
the locaT^library. . Each library must maintain a collection ade- 
quate to meet most of the information heeds of its primary clien- 
tele. 

Usexrs are best secved when interlibrary loan operates effi- 
ciently, with as few restrictions as possible. Both users and 
libraries share responsibility if the interlibrary system is to ' 
work well. While interlibrary loan is one of thfe best examples 
of public and private resource sharing, it f*ests basically on the 
assumption^of equity. Vffien all i^ sai(^ and done, no library is 
funded to serve another library's users and interlibrary loan is 
inherently far more ex^nsive than a local loan. In general, 
interlibrary loan has not been recognized a§ a lil^rary function 
requiring^a line item in the. budget - it has been supported from 
"good will." As users make more scphisticated demands on local 
collections, interlibrary loan has increased ' and the need for 
more consistency and standarflization of procedyre has become 
apparent. (^Ihis manual recomnends actions needed and practices to 
be followed to promote an increasingly effective interlibrary 
loan service for Indiana library users. 

, If 5^our library should chioose to participate in interlibra/y 
loan, serveral maxims should guide your provision of an ILL. - 
service. \. 

* ^ 

1. Each library should inform its qjers of the purpose of 
interlibrary loan and of the library's interlibrary 
borrowing policy. 

2/ Ihe^ interlibrary loan staff of each library should be 
familiar with, and use, relevant interlibrary loan 
policy and procedural documents and aids. 

3. Since interlibrary loan costs time and money^ policies 
and procedures need to be planned carefully to increase 
efficiency. 

4. Keep the users' 'needs in mind because they are the 
ultimate benef iciarie^^f interlibrary loan services. 

Before initiating each interlibrary loan request each ^ 
library should to ccaisider four other alternatives^: 

1. Ffes there been a reference interview which uncovered 
the fact that the prospective interlibrary loan 
borrower did not use your library ^effectively and ^ 
that yout collection can actually meet the user's 

""needs? ^ . 

2. Is there a continuing demand for the requested nraterial 
. . ^ • 102 
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so that your library should buy it rather than borrow 
it? • 

^ 3. Is reciprocal' borrowing a better solution for the user 
then inteplibrary loan? 
4. Vfould it be more efficient, in^the case of requests for ^ 
periodical and serial articles/ to purchase the needed 
article or issue from a reprint Supplier? " 

'A consideration of these alternatives can reduce the expense and ^ 
increase the effectiveness of interlibrary loan service. 

There are two general sets of circumstances leading to an 
ILL request: .The librarian may independently determine that ILL 
Is necessary to satisfy user needs; or a patron mjfy^ specifically 
request such service. local policies and procedures- are needed 
for both situations. TJiis manual is designed to aid the library 
in dealing with both of .these approaches to ILL. 
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CRGANIZATION OF PART II 



h^r-oS^^ ".'^ ^ Guidelines, is divided into sections by the 

S^^^hT^ lending Junction, and their two related cx)ncerns of staUsti-. 

t^ Sr^-'^S:^^- . '"i:^"^"^ borrowing"^ lending sec- 

^1?^ d-ivided into subsections by individual steps. Within each 

material is divided into policy statements and^rocedures 
^^'^^ statements are printed first on white paper, 
immediately following each policy are s^cific procedures relating to the 
P9licy. .The procedures are printed on a different color paper to enable 
S^hi^^^K°f S'^ "^"^ to'readily distinguish policy from procedure. Jt 
.tJ^^r.?" "t"^ f;^rangement will facilitate the use of the manual i^ ^ 

lucet^fTA^ t1aS:^2lic?!'" ^ ''"^ -^^-^ 
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Section B: BCRRCWING POLICY 

V 

1. BOJ^POWDX; POLICY - Responsibilities of Borrwing Libraries ^ 
1, A. General (BORROWING POLICY - Responsibilities) 

1) Interlibrary borrowing does' not relieve any library of the ' • ^ 
resEprsibility of developing its cwn cx)llection and prof/idlng 
reference service so that the collection may be .used ^ef fee-- ^ 
tively. Each library is expected to provide the resources to 
meet the usual needs of its ijsers, 

2) Borrowing libraries are responsible for defining users eli^ 
gible for interlibrary loans but ^^^e encouraged to make 
interlibrary loans as broadly accessible as possible to every 
user • 

3) Unless permitted by local or regional agreements, borrcwing 
libraries will not ordincirily request: 

a) Items in recurring demani^ in their libraries; 
" b) Rare materials; 

c) A large niimber of items and/or copies for one person at 

any one time from any single library; 
-d) ' Duplicates of titles already owned, unless ^the local copy 
is mis3ing; 

. e) Uhique materials that would be difficult c3r impossible to 
replace. 
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SiBCticxi B: BCm^WINP.ITOCEDURE • 

BORROWING reOCEDURE - Responsibilities of Borrwing Libraries 
General (BORROWING PROCEDURE -^Responsibilities) 
Each library st^cdl establish loced procedures to ensure compliance 
with the 'gplicies articulated in Section B:1.A. 
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ILL Interview (BCRPDWING PCX.ICY - Respcxisibilities) 
Borrowing libraries are responsible for intervi^ing -prospective 
inter library loan users to be sure that they have used* their local 
library effectively and that their requests are directly relevant 
to their needs. © 



1. B. ILL Intecview (BORROWING PROCEDURE - Responsibilities) 

An interview is an iitfjortant first ^tep when a user asks for an 
interlibrary loan. (i>als of this interview are to determine 
whether the local library has been used effectively and whether the 
material requested is likely to satisfy the user's needs. Both of 
these goals can be met if the interviewer asks questions to elicit 
the following information : 

1) Any deadline for the receipt of material. 

2) The extent to which local resources have ^been utilized. 

3) The specif icC purpose for which material iq requested. 

4) Source of cited publications 

Depending on the answers to these questions, the library may reccin- 
mend ILL or other modes of resource sharing. (Sample ILL interviews 
are included in Appendix B. ) 



\ 
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Iterrt Identificaticxi and \ferif icaticxi (BORROWING POLICY - 
Respcxisibilities ) 

Ihe borrowing library should use standard bibliographic techniques'^ 
to provide as complete a bibliographic verification as possible of 
requested materials. This will enable the lending library to 
determine quickly and easily if it haS^the item requested. 
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1. C' Item Identification and \ferification (BORROWING PROCEDURE - 
, Responsibilities) 

1) General guidelines for citations . 

If possible do not use initials or abbreviations unless these 
initials or abbreviations are the actual title of the item. / 
Abbreviated citations, when the borrowing library is unable 
to interpret the abbreviation, must be cited exactly as given 
in the original reference. There will be times when all the 
information needed on a request will not be available, 
hcv^ever requests should cx^ntain as much information as 
possible . 

% 

2) Item Verification 
Verification means to establish the existence of a particular 
item and to supply a oomplete bibliographical citation. If a 
request cannot be verified, indicate this fact on the ILL 
request form with a notation of the sources checked, and if 
possible the specific source of reference from which the user 
learned about the item. 

When an item is located in one of the verification tools, 
give 'the standard abbreviation or name of the source and as 
much information as necessary to verify the citation. 

3) Suggested 1t)Ols and Sources 
Below is a list of suggested tools and sources for .^.^^^l' 
bibliographic verification. Libraries having access to Com- 
puter data bases will generally make this their first 
priority in searching. * ^ 
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Monograph Verification Tbols and Sources 



PUBLISHED SOURCES 



American Book Publishing Record 



J 



STANDARD 
ABBREVIATION 

ABK^ 

CBI 

NUC 

MC 



Cumulative Book Index 
Naticxial Uhion Catalog 

Monthly Catalog of U,S, Government Publications 

Wilson Standard Catalogs 

Applied Sciences and Technology Index ASTI 
Art Index ^' ^ ARTI 

Business Periodicals Index BPI 

y 

Education Index EDI, 

General Science Index GSI 

/ 

Humanities Index HI 

Social Sci<ence Index SSI 
Abstracting and indexing sources such as: 

Readers' Guide RG 

Index Medicus, IM 

Biological Abstracts, BA 

Books in Print BIP 

Forthcoming Books FB 

Paperbound, Books in Print PBIP 
Booklist 

4 / 

\ 

Library Jpumal ^ LJ 

Book Review Digest , BRD 

Publishers' Trade List Annual . • PTIA 
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Monograph Verification Tbols and Sources (cont'd) 
COMPOTER TATA BASES 

OCLC data base ' ' OClc 

Bibliographic R^rieval Services eiJS 

Lockheed Information Systens DIALOG 
S'ysterrt Develc^^ment Corporation SDC 



ERLC 

hninniiiTirn'iaaaiia 



112 



T 



/ 



Pericxjical and Serial \ferification Ibols and Sources 

^^ 

PUBLISHED SOURCES ^ 

r 

^Abstracting and indexing sources, fSuch as ^ 
Ulrich's International Periodicals Directory UIPD 
^ Indiana ^ion List of Serials * lULS 

New Serial Titles V . NST* 

Other union lists " . ' ' 

COMPUTER DATA BASES 
' OCLC data base OCLC 
''Indiana Union List of Serials (OCLC) lULS 

Audiovisual Materials \/ferif ication Tbols and Sources 



PUBLISHED SOURCES 
Bcwker's Educational Film Locator 
LLiTibacher's Feature Films on 8mm, l&rm, 
and videotape 



National Information Clearinghouse for 



• Educational Materials 
National Uhion Catalog 



NICEW 
NUC 



COMPUTER DATA 'BASES 



OCLC; data base 



OCLC 
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1. D. Locat ion >Ident i f ica t ion (BORROWING POLICY - Responsibilities) • * > 

1) Ihe borrowing library agrees to make every effort to locate 
material requested using locally available sourpes, 

2) Tb make ILL work effectively, the borrowing library will nor- ^ 
. mally follow a hierarchical order in its quest for materials: ^ 

i.e., local /ALSA^area, state, region^, national and international 
sources • \ 

The State Resource Center libraries will not nonnally handle ' 
an ILL request for which location has not been verified. • 



3) 
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Location Identification (BC^POWING PROCEDURE - Responsibilities^ 

1) The borrowing library or ALSA Center is expected to use all 
sources available to it to detennine the location -of the 
matericd being requested, 

2) When a specif i<: location of a requested item is found, iden- 
^ tify the holding library clearly and cite the source where. 

' the location infonnation was found. When a location for a 
''request has pot been found indicate specifjically on the 
request fonn: "Location not verified," 

3) Some sources of location information are the following: 
OCLC data base 

^ Indiana Union List of Sericds (lULS) 
National Uhion Catalog (NUC) 

National Library of Medicine Current Catalog (.CATLINE) 
Uhion List of Serials 
Chenical Abstracts 
New Serials Titles 

Regioncd, State, ALSA and Local Lhion Lists'. 

Uhion Catcdogs 

Specific Library Catalogs 
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1. E. Copyright law (BCKWWING POLICY - Responsibilities) 

The borrowing library is responsible for ccmplying with the \^ 
^ " ^ " Copyright Law (Title 17^ U.S. OodeJ , and its accompanying guide- 
lines. Further references on ocjpyright are provided in the 
bibliography in ^:pendix N. 
Curcent compliance policy requires that: 

1) The borrowing library must indicate CCG or CCL on everj^ 
request. 

2) The borrowing vlibrary must maintain records of all requests , 
for copies. These records must be retained for three calen-' 
dar' years. • ^ ' ^ 

3) Libraries are responsible for displaying. copyright notices as 
required by the Copyright Law. 



\ 
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1. E. Ccyyright law (BCRROWING FTOCEDURE - Responsibilities) 

1) Compliance with Copyright Law and Guidelines (CCG/GGL) - 
When making an interlibrary loan request, the requesting 
library must indicate either CCG (Conforms to Copyright 
Guidelines) or (Conforms to Copyright Law) on the request, 
a. CCG; Confoms to Cc^right Guidelines - CCG will indicate 
that the request is in conformity to the "Guidelines fic5r^ 
the Proviso of Subsection 108(g)(2)," These gui< 
were developed by the National Commission on New 
Technological Use/^^f Copyrighted Works (CO^mJ), have 
become kncwn as the GOtTTU Guidelines, and relate directly 
to interlibrary loan. 

CCG -is checked on the interlibrary loan request form, or 
the code CCG transmitted,^ when the request is in con- 
formity with the CCNIU Guidelines. Keep in mind that 
V these Guidelines apply only to two general categories of 

0 

materials: Copyrighted periodicals published within five 
years prior to the date of request, and excerpts from 
other printed works under copyright protection. CCG 
should be checked when: 

i. A copyrighfied periodical article .less than five years 

old is requested., A lib^^^ry may receive from another 

library or archives up to-^ive copies per calendar 

year of articles published in a given periodical 

s 

within the last five calervdar years. Only five may 
be received from that five year run. If the demand 
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Copyright law (BORROWING roOCEDURE - Responsibilities) 

is greater than five per year, the borrowing library 
should consider a subscription • • 
ii, A copyrighted article or excerpts 'from a bode which 
the requesting library owns or has on order but which 
the borrowing library is unable to supply pranptly. 
CCG is checked on the bfjx of the form, but^ these 
requests are not charged against the five per year 
limitation. ^ 
iii* Excerpt from a copyrighted book. Every year for as 
long as that book is copyrighted, a library may 
receive five inter library loan photocopies of 
excerpts • If demand is beyond five per year, the 
requesting library should try to purchase the full 
work. 

b, CCL: Conforms to Copyright Law - Use of the code CCL 
will mean that the request is legitimate because it^is 

f 

authorized elsewhere in the copyright law. 
CCL is checked on the interlibrary loan request^^oan^ or 
the code OCL transmitted, when the request is legitimate 
because it is authorized by parts of, the Copyright Law 
other than the CONTO Guidelines. CCL is transmitted 
under the following circumstances: 
i. The request is for periodical material older than 
five years. A library might ^lineed and could receive 
more than five copies a year, according to the needs 
of the local users. ' 




Cc^right law (BO^RCWING PRXEIXJRE-- Responsibilities) 
^ iii. Use of RecxDrds 

Befoce making a request, the borro/ing library 
^ must check its records. 

If the number of previous requests filled does not 
exceed the COtTRJ Guidelines, the request may* be made. 

If the request exceeds CC^TIU Guidelines, at least 
three courses of action are possible, 

a) The library may borrow the original work. 

b) The library may request permission from the 
copyright, holder to make copies, with or without 
payment of a royalty. 

c) The library may obtain the copy and p>ay the 

f royalty through the Copyright Clearance Center. 

(See /^^pendix C. ) 
iv. Retention of Records 

The copyright request file and the master file of 
interlibrary loan requests must be kept until the end 
of the third complete calendar year after the ehd of 
the calendar year in which a request shall have been 
made. Thus, for a request made on any date in 1978, 
the record must be retained until December 31, 198r.^ 
Information contained in the records should be sta- 
tistically suiTTTiarized before records are destroyed. 
The summary may be useful for the five year review 
mandated by Subsection 108 (i') of the Copyright Law 

i 

^^as well- as for internal management purposes. 

• I 
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E'^. Copyright law (BCRROWING PRXEDURE - Responsibilities) 
2) Copyright Notices and Vlamings 

The alright Revision Act of 1976 requires four (4) war- 
nings and notices for libraries and archives m the reproduc- 
tion or distribution of photocopied works* In instances a* 
and b. below, the suggested language was developed by the 
American Library Associatijon/Reference and Adult Services ^ 
Divis ion/In terlibrary Loan Coanittee and approved by ALA. In 
instances c. and d. below, the language is a final regulation 
fr^om the Copyright Office, Library of Congress, published in 
the Federal Register , November 16, 1977, p. 59264-5. 
a. A notice of copyright must be included on thfe reproduc- 
tion of any copyrighted work according to Subsection 108 
(a) (3): Ihe suggested wording is: 

Notice: This material may be protected by 
copyright law (Title 17 U.S. Code). 

^ A library may choose to stamp this sentence on the first 

^iece of each item photoccpied, to attach it to the glass 
on the photocopying equipment so that it is auton^atically 
'transferred to each sheet, to attach a sticker bearing 
this notice to each item photocopied, or to use some 
other method whereby this -message is affixed to all 
reproductions. This notice does not apply, however, for 
reproduction on unsupervised reproducing equipment, but 
only when the library or one of its employees is repro- 
ducing or distributing. (See b belcw^^ 
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^ E. Copyright law (BORRCWING fltoCEDURE - Responsibilities) 
iii. Use of Records 
, ' Before making a request, the borrwing library 

must check its records. 

If the nu n^^of previous requests filled does not 
exceed the CXIt/IU Guidelines, the request may be made. 

" If the request exceeds CCmu Guidelines, at least 
thr^ courses of action are possible. 

a) The library may borrcw the original work. 

b) The library may request permission from the 
copyright holder to make copies, with or without 

X payment of a royalty. 

c) The library may pbtain. the oopy and pay the 

^ royalty through the Copyright Clearance Center. 

^ (See Appendix C.) 
iv. Retention of Records 

The copyright request file and the^master file of 
interlibrary loan requests must be kept until the end 
of the third complete calendar year after the end of 
the calendar year in which a request shall have been 
made. Thus, for a request made on any date in 1978, 
* \he record must be retained until December 31, 1981. 

Information contained in the records should be sta- 
tistically surmarized before records are destroyed. 
The^ surrtnary may be useful for the five year review, 
mandated by Subsection 108 (i) of the Copyright Law 
as well as for internal' management purposes.' 
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E. Copyright law (BCXRRCWING PTOCEDURE - Responsibilities) 
2) Copyright Notices and Warnings 

The Copyright Revision Act of 1976 requires four (4) war- 



nings and notices for libraries and archives in the reproduc- 
tion or distribution of photoccpied works • In instances a. 



Division/Interlibrary Loan Committee and approved by ALA. In 
instances c. and d, below,' the language is a final regulation 



from the Copyright Office, Library of Congress, published in 



the Federal Register , November 16, 1977, p- 59264-5- 
a. A notice of copyright must be included on the reproduc- 
tion of any copyrighted work according to Subsection 108 
(a) (3): The suggested wording is: 

Notice: This material may be protected by 

copyright law (Title 17 U-S- Code). 

A library may choose to stamp this sentence on the first 

piece of each item photocopied, to attach it to the glass 

on the photocopying equipment so that it is autcmatically 

transferred to each sheet, to attach a sticker bearing 

this notice to each item photocopied ^ or to use some 

other method whereby this message is affixed to all 

reproductions. This notice does not apply, hcv^ever, for 

reproduction on unsupervised reproducing equipment, but 

only when the library or one of its employees is repro- 

ducing^or distributing. (See b belc^*/) 
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Copyright law (BORROWING IWCEDURE - Responsibilities) 

A copyright warning notice must be displayed on unsuper- 
vised reproducing equipment located in a library or 
archives as required in Subsection 108 (f) (1). 

Notice: The cc^right law of the United States 
(Title 17 U.S, Code) governs the making of photo- 
copies or other reproductions of copyrighted material. 
Ihe person using this equip^nt is liable for any 
infringement • 

This does not mean that the above notice must be 

displayed in or on departmental reproducing machines 

which are unsupervised, but only those which are located 

J 

in a library or archives, 
c. A "Display Warning of Copyright" is to be displayed at 
the place where orders for copies or phonorecords are 
accepted, e.g., interlibrary loan departments, copy cen- 
ters where library staff accept orders from users, etc* 



NOTICE 

Warning Concerning Copyright Restrictions 

The copyright law of the Uhited States (Title 17, Uhited 
States Code) governs the making of photocopies or other 
reproductions of copyrighted material. 

Uhder certain conditions specified in the law, libraries 
and archives are authorized to furnish a photocopy or 
other reproduction. One of these specified conditions is 
that the photocopy pr reproduction is not to be "used for 
any purpose other than private study, scholarship, or 
research." If a user makes a request for, or later uses,^ 
a photocc^ or reproduction for purposes in excess of 
"fair use," that user may be liable fipr copyright 
infringements ^ 

This institution reserves the right to refuse to accept a 
copying order if, in its judgement, fulfillment of the 
order would involve violation of copyright law. 
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Cc^right law (BORPCWING PROCEDURES - Responsibilities) 

Ihe warning shall consist of a verbatim reproduction of 
the above notice, printed on heavy paper or other durable 
material in type at least 18 points in size, and shall be 
displayed promin^tly, in sudi manner and location as to 
be clearly visible, legible^ and comprehensible to a 
casual observer within the immediate vicinity of the 
place where orders are accepted, 
d. For the "Order Warning of Cbpyright" required by 
Subsections 103(d) (2) and 108(e) (2): 
The identical language in c. above, the "Order Warning of 
Copyright" is to be inclixJed on printed forms supplied by 
certain libraries and arc?hives and u^ed by their patrons 
for ordering copies or phonorecords. ^Ihe warning shall 
be printed within a box located prcminently on the order 
form itself, ei thee on the front side of the form or 
immediately adjacent to the space calling for the name or 
signature of the person using the form. The notice shall 
be printed in type size no smaller than that used predo- 
minantly throughout the form, and in no case shall the 
type size be smaller than 8 points. The notice shall be 
printed in such manner to be clearly legible, cornprehen- 
sible, and readily apparent to a casual reader of the 
form. 
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Form of requests (B(»ROWING POLICY - -Ftesponsibilities) 

* 

Requests may be made by mail on the standard Anerican Library 
Association (ALA) form or on other printed forms used within local 
cooperative arrant^ements; by teletype (TWX); by OCLC; by telephone, 
when the lending library agrees; or by any other method agreed upon - 
by borrowing and lending libraries for use within local cooperative 
arrangements • 



/ 
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fecm of requests (BCRROWING PROCEDURE - Respcxisibilities) 
A sanple ALA ILL request form is shown below. Sanple cxatpleted AIA 
ILL forms are in ^Dpendix E. Tliese forms may be purchased from 
library supt^liers. 
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Fbnn of requests (BOia%0WING PROCEDURE - Responsibilities) 

The elements necessary to cxirplete the form for various types of 

mater icd are listed below. 

MONOGRAPH RECjUESTS 

When submitting author/title requests, incluc3^ the foll(>/ing 
information: 

Requesting library 

Date of request 

Author 

Title 

Publisher 

Date of Publication 
Edition 

ISBN (if available) 

Source of verification or source of reference^ 

Date after which matericd is no longer needed /"if applicable 

Maximum cost 

For government publications, include the f clicking additicMial 
information: 

Superintendent of^)ocuments classification number 
Item number 
Issuing Agency 
Date of issue 



127 



F. Pom of requests (B(»RCWING PRXEDURE - Responsibilities) 

PERIODICAL AND SERIAL REQUESTS \' 
When submitting periodical and serial requests, include the 
following information: 

Requesting library 

Date of request 

Title of periodical (serial) 

M^lume number 

Date, including nonth and year, 6f article 
Pages of article ^ 
Author of article 
' Title of article 
ISSN (if available) 

Source of verification and/or source of reference 

Date after which material is no longer needed, if applicable 

Maximum cost ^ 

Notation concerning conpliance with ocpyright laws 

CCL if, request adheres to copyright law 

CCG if request adheres to cc^right guidelines* 

*Any type of request that will result in photocc^ies being provided must carry 
the appropriate notation. 
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Form of requests (BORROWING PROCEDURE'- Responsibilities) 
A-V MATERIALS 

i 

Requesting library 
Date of request 
Title 

Distributor or producer 
Format 
Date needed 
Alternate date 

Source of verification and/or source of reference 
Maximum cost * 




SUBJECT PEQUESTS^ {B0RRC3WING POLICY - .Responsibilities) 

Subject requests, v*iich ace ajt^ide the sc3ope of the national ILL 

.code,- are appropriate interlibrary loan requests only -when t^re : 
an existing agreeinent for^ such services between the borrowing and 

. lending library, Ihis service, is provided to member libraries by 
Area Library Service Author ities/ILL Reference and Referral \ 
Ctenters and to all libraries by the Indiana State Library. TJie, 
borrowing library should make the subject request as specific as 




2. * SUBJECT REQUESTS (BC»ROWING PROCEDURE - Responsibilities) 

2. A, Because the processing of a subjeciP request at the lending library 

is an atypical ILL routine, it generally will require referral to a 

reference librarian, lb facilitate the efficient selection 'of 

l' appropriate material, the borrowing library should provide the 

following information: 

Subject area of request with as much specificity as possible. 

Appropriate user information, e.g. level of expertise, juve- 
nile -or adult. 

Type of material required: 

i. Beginning^ general or advanced * . 

ii. Popular technical 

iii. Fbrmat ^ 

Intended use of material . 

Sources already used by requesting library or patron, 
Deadline for receipt of material. 
Maximum cost. ^ 
Number of items desired'. ' 
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REQUEST TOAN31ISSI0N (BCRRCWING POLICY - Responsibilities) 
Ihe borrowing library should follow policies set forth in 
Section B:1.D.2) above in seeking prospective lenders. In selecting a 
prospective lender borrower should avoid placing an undue bur- 
den on any library that is not designated as an interlibrary* loan ^ 
resource center. in addition, AI^A members should familiarize 
^ themselves with transmissicxi procedures and resource libraries 
within their own area. , 

Fbr libraries trartsmitting requests through their ALSA center the 
following general policies apply. 

The Area Library Services Authority .Interlibrary loan/Reference 
Referral Centers ^ALSA ILL/RR Centers) will search both specific^ 
item requests and subject re<5uests. These requests will be 
accepted from member libraries of all types and from non-menber 
public libraries. The Centers are not required to search further 
than the contracting library collectir^hs for nonnnember public 
libraries, but will forward unfilled requests to the State Library. 
Non-fTi^nber school, special, and academic librar^^es within the area 

should submit their requests to other channels or directly to the ^ 

) 

Indiana State Library. ' ( 

The Indiana State Library will search its own .bbllection for any 
request received. . ' ^ . 
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Fbr author/title requests referred to it by an ALSA Center, 
the Indiana State Library will also attempt to- locate a 
holding library if the material is not found in its own 
collection. The State Library vi 11 refer request^^to oth^r 
State Resource Centers when an A£A tenter does not have 

access to an OCLC terminal for ILL purposes. 

132 




2) Fbr subject requests, the Indiana State Library will search 

only its cwn collection. " ' 

The State Resource Centers will function as statewide resource 
collections for interlibrary loan item requests. Ihe State* 
Resource Centers will accept only verified author/title requests; 
subject requests will not be accepted. Such requests must meet the 
following conditions. 

1) The request must be channeled through an ALSA, except that 
libraries with CCLC terminals iway transmit requests directly. 

2) The State Resource Center, mwst be verified a^' holding the 
title in its collection. 

Health Science Libraries 

1) ' The major resource in Indiana for medical literature is the 

* Indiana Uhiversity School of Medicine Library. Because of 
its special responsibility a§ the /ndiana resource library in 
the*^ Midwest' Health Science Library Network, it has 
established policies and procedures to cover ILL services. 
These are spelled out in Appendix F. 

2) fbr individuals and institutions lying outside ^e scope of 

the Indiana Qiiversity School of M^icine Library service, 

access to medical literature is available through regular ILL 
Z 

channels from larger public and academic libraries and 
libraries affiliated with health care institutions. 
Information on local special arrangements can be obtained 
« through ALSA offices. 
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3. REQUEST TOANSMISSION (BCRROWING PROCEDURES) 

The steps outlined below describe normal request transmission pat- 
terns. A library should follow tl^ie steps appropriate to its ^ 
situation in the- order in which the steps are listed. 

3. A. Public Libraries (BORRCWING PROCEDURES - Responsibilities) 

1) Local level 

a) All ILL requests should be checked for compliance with 
cdl appropriate policies. \ 

b) Branch libraries should follc^v policies of the main 
library for request transmission. 

c) If material available in another library in your l^fcal 
area, refer the request to that library if local 
^agreements cdlcw^ 

2) Area level 

a) Requests which cannot be filled at the locad level should 
be referred to the Area Library Services Authority (ALSA) 

' j 

in your area. For members, ALSAs will follcw procedures 
outlined in 2 belcw aAd for non-members # procedures in 3 
• belcw. (see Appendix G for list of ALSA centers) 

b) F6'r members, the ALSA ILL/RR Centers will search the 
contracting library as well as other libraries for the 
items requested. The ALSA Center will follow this proce- 
dure for member public library requests that are not 
filled at the contracting library. 

i. Fbr a title request for which a location is verified, 
% the request should be referred in the following 

order : 
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REQUElSr TRANSMISSION (BCRROWING PHXEIxmES) Public libraries 

a. Refer the request to libraries within your ALSA 

b. Refer the request to the Indiana State Library or 
to other ALSA ILL/RR Centers. 

c. Refer the request to a State Resource Center 
known to hold the item. 

d. Refer the request to other libraries within the 
state . 

' e. I^fer the request to libraries outside of 

/ 

Indiana. 

ii. For a title request for which a location cannot be 
found, the ,request should be referred in the 
following order: ^ 

a. Refer the request to member libraries as 

/ 

practical 

b. Fbr fiction, popular nonfiction, children's 
materials and paperbacks refer the request to 
another ALSA ILL/RR Center. 

c. For other ^naterials refer the request to the 
Indiana State Library. 

iii. Subject requests not filled at the AI£A level should 
be referred to the Indiana State Library or another 
ALSA center. 

c) For requests from non-member public libraries, the 

ALSA will search the contracting library and will forward 
unfilled requests to the Indiana State Library. 
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3. REQUEST TRANSMlSSICN (BCRRDWING PROCEDURES) Public Ubraries 
2) Stztte level 

a) Indiana State Library 

*i. Requests received at the Indiana State Library will 
be searched in the Indiana State Library collecton 
and sent if found in a circulating collection, 
ii. If the requested item is not found at the Indiana f 
State library, an attenipt will be rftad^ to locate 
other sources for the information or item, 
ii'i. Information on the final status of any request will 

be sent to the referring ALSA Center, Ihe requesting 
library will also be notifi^ if material is being 
sent. 

b) > State Resource Centers 

i. Title requests received at a State Resource, Center 
with location verified will be filled if the material 
^ ^ is in the circulating collection and currently 
available or if photocopying can be dc«ie. 
ii. Requests without location verification or v^ich can- 
not be filled will not be referred to another source, 
but will be returned to the requesting agency, i.e., 
Indiana State Library, ALSA Center or individual 
* library, as appropriate. 
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REQUEST TOANSMISSICN (BOIRCIWING PICCEDURES) 
B. Elementary and SeocHidary School Libraries 

1) Local level ' ^ 

a) All ILL requests should be checked for ccnpliance with 
all appreciate policies. 

b) Sc*xx>l libraries should follow policies of the school 
syston for request transmission. 

c) If material is available in another library in your local 
area, refer the request to that library if local 
agreements allow. 

2) Area level 

a) Area Library Services- Authority (ALSA) member school 
libraries' should follow these procedures. Requests which 
cannot be filled on the local level should be referred to 
the ALSA Center in your area (see Appendix G) For mem- 
bers, the AI£A ILL/PR Center will search the contracting 
library as well as other libraries for the items 
requested . | 

b) The Center will search requests following the procedures 
described below. 

i. For a title request for v*ich a location is verified, 
the following order will be followed. 

a. Refer the request to libraries within the AI^ 

b. Refer the request to the Indiana State Library or 
to other ALSA ILL/RR Centers. 

c. Refer 'the request to a State Resource Center 
)ax>/n to hold the Hem. 



BEQUEST TRANSMISSION (BORROWING PRXEDURES) School libraries 

d. Refer the request to other libraries within the 
state. 

e. Refer the request to libraries outside of 
Indiana, 

ii. For a title request for which a location cannot be 
found: 

a; Refer the request to member libraries as 
practical 

b. For fiction, popular nonfiction, children's 
materials and paperbacks refer the request to 
anothl^ ALSA ILL/RR Center. 

c. For other materials refer the request to the 
State Library 

iii. Subject requests not filled at the ALSA level should 
be referred to the Indiana State Library or another 
ALSA Center- 

c) Non-ALSA member school libraries should refer their ILL 

f 

requests to the Jiocal public library, or the Indiana 
State Library if there is no local public library. 
3) . State level 

a) Indiana State Library 

i. School library requests received at the state level 
will be searched in the State Library collection and 
sent if found in a circulating collection, 
ii. If the material is not found at the Indiana State 
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REQUEST TRANSMISSION (Ba«3WING ITOCEDURES) School libraries 

Library, an attempt will be made to locate other 
sources for the information or matericd.. 
iii. Fbr ALSA membecs, information on the' final status of 
a request will be sent to 'the referring ALSA Center 
and, if materieil is feeing sent, the requesting 
' libraxry will also be rycJtified, 

iv. Fbr requests received from non-ALSA school libraries r 
the Indiana State library will search its collection 
only. The requesting library will ±)e sent requested 
items or information on the final status of the 
request . 
b) State Resource Centers 

i. Title requests received at a State Resource Center 
with location verified will be filled if the material 
is in the circulating collection and currently 
available or if photodopying can be done* 
ii. Requests without location verification or which can- 
not be fill^ will not be referred to another source, 
but, will be returned to the requesting agency, i.e., 
' Indiana State Library, ALSA Center or individual 
library, as apprc^riate. 

« 
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REQUEST IRANSMISSICN (BORROWING PROCEDURES) . 
C. Academic Libraries 

1) ^ tocal level 

a) All ILL requests should be <±ecked for conpliance with 
all appropriate policies. 

b) Academic libraries should follcw policies of the academic 
* library system for request transmission, 

c) If material is available .in another library in your local 
area^ refer the request to that library if local 

I 

^ agreements cdlow. 

2) Area level i 

a) Academic library requests which cannot be filled on the 
local level may be referred to the Area Library Services 
2^uthority (ALSA) in your area (see Appendix G) if the 
academic library is a member. The ALSA Center will 
search member recasts follcv/ing the procedures described 
in 2 below. Non-member academic libraries may transmit 
requests to other libraries or to the Indiana State 
Library. 

. b) For manbers, the ALSA Center will search the contracting 
library collection as well as other libraries for the 
items' requested. 

i. For a title request for v^ich a location is verified^ 
the following order should be followed, 
a. Refer the request to libraries within the AISA 
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REC3UEST TOANSMISSION (BOWOWING PROCEDURES) 

or to other acacSemic libraries, cx)nsortia or net- 
works as apprqpriate. 

b. Itefer the request to the Indiana State Library or 
to other ALSA ILL/RR Centers. 

c. Refer the request to a State Resource Center 
known to hold the item. 

d. Refer the request to other libraries within the 

\ 

state . \ 

e. Refer the request to libraries outside of 
Indiana • 

ii. For a title request for which a location cannot be ^ 
found: 

a. Refer the request to member libraries as 
practical 

b. Fbr fiction, popular norrfiction, children's 
materials and paperbacks refer the request to 
another ALSA ILI/RR Center, 

c. Por other materials refer the request to the 
Indiana State Library. 

iii. Subject requests not filled at the ALSA level should 
be referred to the Indiana* State Library or another 
ALSA Center. 
3) State level 

a) Indiana State Library 

i. Requests received at the state level will be searched 
in the Indiana State Library collection and sent if 
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3. REQUEST TFANSMISSI(» '<BCIWDWING PROCEDURES) Academic libraries 

found in ^ circulating collection, 
ii. If the material is not found at the Indiana State 

» 

Library, an atternpt will be made to locate other * 
sources for the information or material, 
iii. Fbr AI£A members, information on the final status of 
an/ request will be sent to the referring ALSA Center 
and, if material is being sent, the requesting , 
library will also be notified. . , ' 

iv. For requests received from non-ALSA academic 

libraries, the Indiana State Library will search its 
collection only. The requesting library will be sent 
requested items or information on the final status of 
the request, 
b) State Resource Centers 

i. Title requests received at a State Regource Center 
with location verified will be filled if the material 

# 

is in the circulating collection and currently 
_ available or if photocopying can be' done, 

ii. Requests without location verification or which can- 
not be filled will not be referred to another source# 
but will be returned to the requesting agency, i.e., 
Indiana State Library, ALSA Center or individual 
library, as appropriate. 
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REQOfer-TOANSMISSICN (BCRRCWING PROCEDURES) 

D. special libraries, including ins^tutional libraries ^ 

1) Ijcx:al level 

a) All ILL requests should be checked for ooirpliance with 
\ all ^3propriate policies. 

b) ^)ecial libraries shoyld follow policies of the library 
for^reqi^st transmission. ^ 

c) If material is available in another library in your IpcaJ 
area, refer the request to that library if local 
agreements cdlcw. 

2) Area level' 

a)' Area Library Services Authority (ALSA) member "special 
library requests which cannot be filled on the local 
level may be referred to the ALSA Center in your area 
(see Appendix G) which will search member requests 

s 

following the procedures described below. 

i. For a^itle request for which a locaticxi is verified, 



the following order will be followed. 

a. Refer the request to libraries within the AISA 
or to other area consortia/ as appropriate. 

b. Refer the request to the Indiana State Library or 
to other AISA ILL/RR Centers. 

c. Refer the request to a State Resource' Centef^ 
known to hold the item. 

d. Efefer the request to other libraries within the 

» * 
state. ' • ' 
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'3. iBQUEST TRANSMISSION (BORPDWliC PPOCEDUPES) Speci2LL libraries 
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e . Refer the request to» libraries outsicJe of 
Indiana. 

ii . Foe a title request for which a location cannot be 
found: 

a. Refer the request to member libraries as 
practiced 

b. For fiction w popular nonfiction, children's 
materials and paperbacks refer the request to 

^' , • - another AI£A ILL/RR Center. 

c. For other mater icds refer the request to the 
,^^j^vs^ * state Library * 

iii. Subject requests not filled at the hLSA level should 
, ' J be referred to the Indiana State Library or another 

^ ^ ALSA. Center. 

b) Ncyi-ALSA members special libraries mc^y refer requests to 
their local public library, other libraries and to the 
Indiana .State Library. 
3) State level 

a) Indiana, State Library x * 

i . Foe requests from PISA nwnber special libraries the 
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following procedures a 
a. Requests received at the State level will be 
searched in the Indiana State Library collec- 
tion and sent if foilKd in a circulating collec- 
tion. 
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REQUEST TRANSMISSION (BORROWING IWJCEDURES) ^cial libraries 

b. If the material is not found at the Indiana 

State Library, an atteirpt will be made to 
locate other sources for the information or 
material. * 

c. Information on the final status of any request 

will be sent to the referring ftfi^ Center and, 
if materricd is being sent, ^the requesting 
library will cdso be notified, 
ii. For requests received from non-A^SA member school 

libraries, only the Indiana State Library collection 
will be searched, 
b) State Resource Centers ^ , 

Title requests received at a State Resource Center 
with location verified will be filled if the material 
is in the circulating collection and currently 
available or if photocopying can be done. 
Requests without location verification or which can- 
not be filled will not be referred to another source, 
but will be returned to the requesting agency, i.e., 
Indiana State Library, ALSA Center or individuad 
librarjy, as appropriate. 
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REQUEST TRANSMISSION (BCRRDWING PRCXmjRES) 

E, Health Science Libraries ^ 

1) For procedures governing use of the Indiana Uhiversity School 
of Medicine Library for ILL, see ^^ndix F. 

r 

2) Fbr ILL requests for medical and health science literature 
handled through regular channels, the procedures outlined in 
these Guidelines should be. utilized. 
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OONDITIONS OF DQftNS (BORROWING POLICY - Responsibilities) 

Ihe borrowing library agrees to honor any limitations on use placed 

by the lending library. 

lW.ess specifically forbidden by the lending library, i< is assumed 
that ceding of .materials by the borrowing libraify is permitted, 
providing that it is'un accordance with the ccpyright laws of the 
Uhited States and no damage to the original material will result. 
Ihe borrowing library will make an 'effort to anticipate charges and 
authorize them on the initial request and should be prepared to 
assume any costs charged. 

Ihe safety of borrowed materials is the responsibility of the 
borrowing libraxry from the time^the material leaves the lending 
libraxry until it is received back at the lending library. 
Ihe borrowing librax:^ agrees to meet costs of repair or replsfcement 
in accordance with the prefer^ntpes of the lending library, if the 
material is damaged or lost. 

Ihe duration of loan, unless otherwise specified by the lending 
library, is the period of time the item may remain with the 
borrowing library disregarding the time *spent m transit. 
Nd acknowledgement of receipt of ILL items is necessary except in 
the case of very valuable shipments and the automated OCLC-ILL sub- 
system which requires acknowledgement. 

If there is undue delay m receipt of a shipment, the borA>wing 
library shall notify the lending library so that a search may be 
initiated. 



OONDITIONS OP DCANS (BCRRCWING PRDCED^tEL^- Responsibilities) 
The borrowing library should adc^ policies for materials received 
on interlibrary loan consistent with policies articulated in II,A. 
4, Upon receipt of loan materials, the borrowing library should 
note and apply any restrictions placed by the lending library. The 
loan period specified by the lending libr^ should be honored. 
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5. RESPONSE TO USERS (BCRRCWING POLICY - Responsibilities) 

M h. The borrowing library is respcxisible for keeping a record of all 
I loans, infomfrJg the user of the status of the request, cir- 
culating the borrowed itan to the user and retrieving the borrowed 
item from the user. 
B. Each local library is encouraged to develop its own policies 
regarding ILL for its users and to publicize t;hese widely. 

These policies should be as libeical and as unrestrictive as ^ 
practical to ensure that ILL borrowing ^for its users is as 
accessible as possible. 
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RESPONSE TO USE3^ (BCm3WING PAXEDURE - Itesponsibilities) 
The borrowing library should establish control procedures for 
materials received on ILL to ensure that the user receives the 
.requested material and returns the material by the due date 
designated by the lender • 

Each local Hhrar^iq p%rnnr;vipd t-o dpvplop anrl fVyri.^TT>ent its 
internal procedures regarding ILL for its users. An ILL us^r pro- 
cedure should include the following information: 

1) A definition of the interlibrary loan clientele if different 
from the library's borrowing clientele. 

2) Ihe fees charged the user, if any, and how the fees will be 
assessed and collected. 

3) A procedure for informing the user as* to the status of the 
request. 

4) A circulation and overdue procedure specifically for ILL 
items. 

5) A procedure for handlinq lost or damaged ILL items. 
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6. 



RENEWALS ( 




POLICY - Responsibilities) 



6. A. Renewal requests |por,ILL materials shall be kept to a minimum. 

Renewal requests jphould reach the lendir^ library before the origi- 
nal due date. 



If no response is Ireceived from the lending library within an 
appropriate length xp^time, the borrowing library' can assume that 
the renewal is granted for the same period of time as the original 
loan. 

6. B. Renewal "requests should provide sufficient information to allcw 
rapid processing • 




RENEWAL REC3UESTS (PRXEDURE) 

1) Ihe bocccMiDq library should establish control procedures for 
materials received on ILL to ensure return by the due date 
designated by the lender. If a renewal must be requested, it 
should be sent in time to reach the lending library not later 
than the original due date. 

2) The general procedure is to request the renewal fran the 
lending library. However, if the original loan has been 
requested through a referral center, (.e.g. ALSA) , th^ library 
should follow the ILL renewal procedure >establi shed by the 
center . \^ 

Renewal requests should include the following infom\tion: 
Name of borrcv/ing library \ 
Author and title of item I 
Ca^l number or other identification 
Original date due 
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RETUFN OF MATERIALS #(BCRPCWING POLICY - Responsibilities) 

The borrowing library is responsible for returning interlibrary 

loan material prcntptly and in good oDndition. 
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RETURfJ CF MATERIALS (BQBRCWING PROCEDURE - R^isponsibilities) 

1) All materials should be shipped back by the du^ dates set 
by the lending library. ^ 

2) All material should be packed well and returned in an 
appropriate shipping container, ' 

3) All correspondence and shipments should be conspicuously 
labeled "Interlibrary Loan." v 

4) The material should be insured if requested by the lending 
library. 

5) The Notice of Retu|^| when required, should be sent under 
separate cover, not in the parcel with the item, at the tinrye 
the item is returned. 

6) The general procedure is to return, the item to the ^lending 
library. However, it the loan has been requested through a 
referral center, {e.g. ALSA), the library should follcv; the 
prcxredure established by the center. 
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' PART II. INTERLIBRARY C5JIDELINES 
Section C; LZNDING POLICY 

RESPONSIBILITY OF LENDING LIBRARIES (LENDING POLJCY) 

•Indiana Libraries are encouraged to establish a liberal and 

b 

unrestrictive interlibrary loan policy. 

Each library should formulate an official policy regarding 
interlibrary lending. Libil-arips are encouraged to keep restricted 
Items to a minimum. The follcwing guidelines are suggested. 

1) The libraVy may not ordinarily wish to lend: 

a) Rare or valuable material, including manuscripts; 

b) Bulky ©r fragile items that are difficult or expensive to 
ship; • 

c) Material in high demand at the lending library; 

d) Material with local circulation restrictions; 

e) Unique material th^t would be difficulT^r impossible to 
replace. ^ 

2) The library should make its policy kncwn to its staff and to 
interlibrary loan units with which it works. (A recommended 
ILL policy report form is provided in Appendix D. ) 
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Section C: LENDING PROCEDURES 

1, RESPONSIBILITIES OF LENDING LIBRARIES JJLENDING PROCEDURES) 

At present no state wide procedure exists. 
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FILLING REQUESTS (LENDING P(XICY) 
Lending libraries should fill requests without regard to the status 
of the individual for whom the request is made. Exceptions to this 
policy should be made only where a clear legal restriction exists, 
Uhless a prior agreeinent exists, the lending librarxy'+ias the right 
to return subject requests unanswered. 

The library is not obligated to make a special effort to identify 
requested items v^ere the borrowing library has failed to follow 
bibliographic and verification procedures. The request may be 
returned. * 
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FILLING REQUESTS (LENDING PPDCEDURE) 

At present no state wide prc^cedure exists. 
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RESPONSE TO BORROWERS (LENDING POLICY) 

'Tb prdmote fair use of the ILL privilege, lending libraries are 
encouraged to inform borrowing libraries of any failure\^ follow 
the provisions Outlined in this manual"^ 

The lending library should estabJish a reasonable loan periods. 
The ^uratioi of loan/ unless otherwise specified by the lending 
library, is the peri^od of time the item may remain with, the 
borrowing library disregarding the time spent transit. 



V 
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RESPONSE TO BCmDWERS (LENDING PRXEDURE) 

Prompt attention to ILL requests is encouraged, The lending library 
shall notify the borrcv/ing* library as soon as possible concerning 
the action to be taken on its request. This response should be 
made for materials that can be provided and for requests which can- 
not be filled. If the ireguested mat^ial cannot be supplied, the 
lending library should state the reasofi. Most ILL request formats 
allow notes to be added by the lending library. 
Information about the loan period, renewals, cost, restrictions^ 
and shipping should ^ be enclosed with the item shipped. 
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4. " CWlRGES (LENDING POLICY) * \ * 

) 4. A. If charges are necessary, the lending library is encouraged to keep 
. them to a minimum. 
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^ 4. CHARGES (LEWING PROCEDURE) 

4* A. If there are any charges, the invoice should it^ize all charges 
and include enough information to properly identify the item. 

4* B. If the lending library chdrgesT other than for insurance and 

postage, exfeed the authorization on the request form, the lending 
library should notify the borrowing library and obtain a new 
authorization before proceeding with the transaction. 
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5. RENEWALS (LEM)ING POLICY) 

5. A. The lending library should establish a reasonable renewal policy. 
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REl^EWALS (LENDING PROCEDURE) 

Libraries are encouraged to respond to renewal requests. If a 
response is not made7 the borrowing library may assume that the 
renewal is for the sarre period of time as the original loan. 
The automated OCDC-ILT. subsystem requires an explicit response to 
renewal request. 
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RESFONSIBILITIES FOR MATETJIALS (LENDING POLICY) 
The safety of borrowed materials is the responsibility of the 
borrowing library frorr, the time the material leaves the lending 
library until it is received by the lending library. 



Lender 



borrower's responsibility^ 



<r 

borrower's responsibility 



Borrower 



RESFONSIBILITIES FOR MATERIALS (LADING reOCEDURE) 
At present no state wide procedure exists. 



Section D: ILL REPORTING & STATISTICS 

The ILL T^sk Foree has begun to study thie requirraents for a statenrfide 
ILL reporting and statistical standard. Hcwever/ it was not possible to 
develop, test, and recomtend a standard to obincide with the issuance of 
this manual. Work will oontimje and, shoQld a recamended standard result 
it will be submitted to ISLAC for future promulgation in this manual. 

In the meantime, Indiana libraries are encouraged to report 
interlibrary loan statistics as accurately as possible following -the stan- 
dards that currently are in force in their library systeV.s or AI^A regions 
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, Section^E. ILL GLiXSARY 



ALA (Am&ri<:^ library As^so^ation) - ALA iS the largest library association 

' i,[ ' ►^in the U.S^j^^ts he'adqiiarters are in Chicago and it main- 

^ ^ * tains-^ office in Washington, D.C. , MA is ^volved ih 

national aspects of library services, materials, per*?qnnel, 

' ' fundinq, and legislation. It publishes and prcriotes the 

national IIX code. 
« » 

« r 
• t 

V 

;.:s;^ (A rea Library Se^yices Authority ) - ALSAs are cooperative m^ultitype 

lir-rar/ orqanza^-iori^ providing interlibrary loan, reference / 
referral, continuing education and other service^Lior^^mber 
IihraneF. . Menir^rsrip is available to any 'library in an 
Ali^A reqion. li^^_ of AI5As is pro^yided in , Appendix G. ) 

rrr- fropyriqrt Cl'^arai^e f^enter) - A non-proKt orqani?.ation fonred to act 
' • 

an mterVf^^iary r^etween copyriq^t cv/ners and ph-otocopy 
u^er^. "^C IS a sincl'^' source for conveying photocopy 
autr orizat ions f r^jr ^^housands of copyright cvmers. 

CCG (Co nforFuS to ^:opyright Huidelines ) - A c^x^e- u.sed on interlibrary loan 
— ^ • it 

re<5ue§ts%o indicate that the re^juest i^ m conformity to * 
tr.e -^rxjidel incf^ f^r the Proviso of Sub^.ection 108(q)f2)." 



(XI f^'qfiforTTLS to Copyright law ) - A code u.sf-d or. interlibrary loan requests 
indiicate that' the rf<:iuest is leqitirrtate tecause it is 
^^-'^ aiitl- oriz^--^] hy pv^rt^ of thf- PDpyriqht law. 
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COLA (Council of Library Authorities ) - Members represent INCOLSA, the nine 
ALSAs, and Indiana Library Film Service. Organized in 1982, 
COLA'S objective is to prcmote increased and irrproved 
interlibrary services to members by coordination of coopera- 
tive programs. ' . 

/ 

COtTTU (National Commission on New Technological Uses of Copyrighted Work ) - 
A cormission which developed guidelines to be used in con- 
junction with the Copyright Law. 

.ILL (Interlibrary Loan ) - A service in which libraries agree to lend and 
borrow materials to fill the needs of users for whom 
materials cannot be located at their local libraries. 

ILL/RR Centers (Interlibrary Loan/Reference Referral Centers ) - A service 

center managed by an ALSA to receive, handle, and respond to 
member ILL and reference inquiries. (A list of ILL/RP 
Centers is provided in Appendix G, ) Each AL^A has one or 
two ILL/RR Centers generally located m a large library in 
Its region. 

INCOI£A (Indiana Cooperative Library -Services Authority y - A multitype net- 
work for automated library services within Indiana. INCOLSA 
is the state contracting liaison with the OCLC ne^ork for 
^ ' the provision of automated interlibrary loan, cataloging, 

. ' and other services. INCOLSA provides traini^ and other 

support services for \\L through the online OCrr network. 
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ISLAC (Indiana State Library Advisory Counci-l ) - This council includes mem- 
bers representing all types of Indiana libraries as well as 

users of libraries. It provides general advice to the 
« 

Indiana State Library on state planning for library services 
and specific advice on requests for LSCA funds apd eva- 
luation of the services which these funds support c- 
council meets quarterly. 

LSCA (Library Services and Construction Act ) - A Federal law through which 
the U.S. Department of Education provides funding for 
various library services. 



MURL (Major Urban Resource Libraries ) - A grant program through which 

Indiana public libraries serving populations of 100^000 and 
making their collections available for interlibrary loan use 
receive Federal funding from the Indiana State Library. 



NCC (Network Coordinating COrmitte e) - A conmittee of ISLAC members 

designated to review and provide advice on LSCA proposals 
related to cooperative interlibrary services. Areas of spe- 
cific concern include: interlibrary loan, access to films r 
document deliverer data bases r etc. 

\ 

QCLC (Cnline Computer Library Center ) - OCLC is a non-profit org^ization 

located in EXibiin, ChiOr providing a corputer network .and 

cooperative data base for automation of library Services 

such as IUj, cataloging r union list of serialsr etc. Users 

buy these services directly from OCIX: or through networks 
such as IhDDLSA. 170 

It ^ 
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state Resource Centers - Designated large research libraries which have 
agreed to lend material^ without charge to ALSA menber 

4 

libraries through the Indiana State Library and/or AESA 
ILL/RR Centers. The Indiana State Library designates the 
centers for the state, maintains statistical reports^ and 
pzx>vides liaison. (A list of State ResoQrce Centers is pro- 
vided in ;^3pendix G.) - * 

WX (Teletype Network ) - A network of some 20 teletype send/receive St a- 
tions in Indiana libraries to provide ILL message 
- ' transmission services. This system- is being f^ased oQt as 

newer technology is available. 

Unserved Area - An area that does not have a publi? library for servic^ to 
the general public. ILL service to pepple in unserved areas 
IS provided by the Indiana State Library. 

User - Any adult or child who is included in the service area or 

service group of a library. . ^^^s/^ 
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PART III: RECIPROCAL BORROWING 



Section A: Jjitroduction . * ♦ ^ 

Section B: Reciprocal Borrowing Fblicies and Procedures 
Section C: Reciprocal Borrow ifjg Glossary 
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PART III - RECIPROCAL BORROWING ^ 
Section A: INraODUCTION & DPFINITICNS. 



Ihtrcductipn 

' , The statewide Reciprocal Borrowing Program began October 1, i979. It 
is designed to' allow borrowing of materials from a participating public 
library *y persons holding a valid resident borrower's card of another par- 
ticipating public library. ^ TJie program-was begun to provide a method for 
library*users to obtain materials directly from a public library when it is 
desirable cCr feasible. .This program does not replace inter library loan, 
but should be viewed as a separate possibility for detaining materials for 
patrons when travel between libraries is convenient. 

The statewide Reciprocal -Boi^owing Program is administered by the 
Indiana State Library. As of January, 1982, 50% of the public libraries' in 
Indiana have joined the program. 

n^e following section is organized with policy first and procedure 
second. There is not necessarily a written procedure for every, policy 
statement . 



J. 
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^ Section B: POLICY 

PeLICY 

A. The intent of the reciprocal borrowing program is to^ovide a 
V vehicle through which public libraries may of fer" to their patrons 

the additional service of access to the materials of other par- 
ticipating public libraries. The program is designed as a benefit 
only for resident card holders' of participating libraries; there- 
fore patrons residing in csontracting .tc^mships or those who pay a 
fee to use the library are defined as non-resident card holders and 
are hot eligible Tor'th.e service./' 

B. Public libraries 'who wish to participate in ;:eciprocal borrowing 

must be* a member of an ALSA and sign the Reciprocal Borri>^ing 

•V 

Covenant. ^ 

C. The Reciprocal Borrc^ing covenant requires only that the par- 
ticipating ^library circulate materials to eligible patrons. Other 
libra^ services such as the reserving of materials^ mterlibrary 
loan, reference assistance and availability of special programs or 
services may be offered to reciprocal borrowing patrons, but these 
are not required. 



RBCIPRXAL BORROWING - POLICY 

t ' 

D. ReciproccQ borrwing users are Aexpected to: 

1} cxxiform to the rules anc^ regulations of the institution from 
which they borrw. 

2) present a valid resident b6rrcwer's card or other iden- 
tification issued by their local library as evidence of their 

» eligibility for this service. 

3) pay prcmptly all delinquency charges which may accrue against 
them. 

4) return materials borrowed through this progrJfrn to th^ lending 
library. 

E. Participating libraries should assist each other, if necessary (on 
request), in recovering materials. 

F. Participating libraries are required to keep statistics of the 
number of items loaned through reciprocal borrc^^ing and report them 
to the Indiana Stat*. Library. 
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Section B: PROCEDURE^ 

PRXEDURE 

A. Each public library should check with their ALSA to see if any spe- 
cific ALSA procedures, cards and ^pport service forms and. itms 
are ayailable to facilitate reciprocal borrowing. 

B. The Reciprocal Borrowing Covenant (see Af^ndix K) is available-on 
request from the Extension Division, Indiana State Library. It is 
signed by the Librarian and President of the Board of Trustees of a 
Public Library wishing to participate in the prograiP. The Covenant 
remains in force until either the Indiana State Library or the ^ 
public library wished it modified or cancelled, in which^ case 
ninety days written Notice must be given. A copy of the Covenant 

• must be filed with the Indiana State Library. 

C. Each, librar>^ joining reciprocal borrowing is responsible for 
setting a local policy defining the types of materials that will be 

S loaned, the services pf the Ubrary available to reciprocal f 

borrowing patrons, and the^dentif ication patrons of the library 
' will carry to allow them to use other member library's services ■ 

A member library must complete and return to the Extension 
Division, Indiana State Library, a Reciprocal Borrpwmg 
Restrictions form (see Appendix K) listing the types 'of materials 
that will be loaned under* the reciprocal borrowing program. Any 
\ charges in this policy should be reported to the Extension Divis^n 
iirmed lately. . 
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RECIPROCAL BCRROWING - PROCEDURE 

D, Public library members issuing cards to non-resident patrons or 
persons in contracting townships must mark patron cards clearly to 
indicate those users with non-resident status, and therefore ineli- 
gible to^use reciprocal borrowing servides, 

Ttie user is expected to show identification indicating his status 
and library when using the reciprocal borrowing service. 

Users who flagrantly 'abuse the reciprocal borrowing seryice by 
accumulating $100 or more in fines or losses should be reported to 
the Extension Divisiai, Indiana State Library. 
' ' ' » 

Users of materials through recipjrocal borrowing should return 
borrowed materials directly to the library from which the obtained 
the^ materials, except in cases in which th^ participating liftraries 
in an area agree to another method to facilitate return of 
materials*. 

F. Participating libraries must record the number of at^s loaned ' 
through reciprocal borrowing during the year. If /possible/ these 
statistics should be kept by the "home" library of the patrc>n so- ' 
tha^t, at the end of the reporting cycle, data are^vailable on the 
number of items and the libraries whose patrons make use of .the 
service. These statisticsi,will be collected once a year by the 
Extension Division and used as b^si^ for reimbursing libraries vhen 
funds are available for that purpose. 

♦ 
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REEIPHXAL BCRPDWTNG PRXEDURE 

jS^'The Extension Division of the Indiana State Library will mail to 
all public libraries, at least once per year, a complete listing of 
all reciprocal borrowing participants, including use restrictions 
and borrcv/er's parf requirements of each. A monthly update to the 
list will also be sent when needed. 



/ 
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Section C: GDDSSARY 

Glossary 

Contracting tcvmship - A to/nship that is not taxed directly by a library 
for service, but that receives library service through a contract 
between the township trustee and the library board.' 

Reciprocal^Bor rowing Covenant - An agreement between a local library and 
the Indiana State Library which allcws direct borrowing of nraterials by 

users of participating libraries frorr other participating libraries 

»- - . . _ • 

Resident Card hiolder - A library user who recei'^es services frorr a public 
library on the basis of residence within th,e library district or the 
ownership of property within thre district. 
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PART IV: DOCWEOT DELIVERY 



Section A: Document Delivery Statement 



ERIC 



300 



(i 



PART 'IV - DOCLWJNT DELIVERY 

1. Document Delivery , 

At present, no state-wide document del,^very system exists. Various 
^ local and area systems ^e in operaticri. Check with your ALSA Center, 
' or other local consortia ,^to' determine if this service exists in your 
« area. 



♦ 



\ 

\ 




/ 



3o: 



ERIC 



PART IV: DISTRIBUrrON AND REVISE*! CF THIS MANUAL 
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PART V. DISTRIBUTION AND REVISION POLICY AND PROCEDURE 
Section Ar DISTRIBUTION AND REVISION OF TOTS MANUAL 

DISTOIBUTION POLICY 

A, Mailing List ^ \ 

Hie Indiana State Library shall be responsible for developing and 
maintaining the official mailing list of recipients of the Indiana 
Resource Sharing Manual. * 

B. Distribution 

^ 1) Responsibility. The Indiana State Library shall be respon- 
sible for distributing or ensuring the distribution of this 
manual and all revisions. 

2) Initial. The initial distribution shall be in single copy to 
the interlibrary loan office of all identifiable academiCf 
public, school, and special library systems in th^ State of 
Indiana, and to TNCOLSA and all ALSA reference and referral 
centers. Recipients may make additional copies for branches, 
etc. as needed. 

3) Changes. Any additions or changes to this manual, upon 
approval by the Sub-comnittee on Resource Sharing of the 
^^^etwork Coordinating Ccmritvtee of ISLAC, shall be distributed 
by the Indiana State Library to all holders of th,e manual . 

m 
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2. - rIvISION responsibility (POLICY) 

2.- A. Re^xmibility. A Sul><x3rj(nittee on Resource Glaring C5uidelinfc^^^ 
' shall be appointed by the ISLAC Network Coordinating Ccmmittee 
(NCC). It shall consist of seven members representing the Council 
of Library Authorities (COLA), special libraries, State Resource 
Centers, health science libraries, school libraries, small or - 
medium sized public libraries and Major Urban Resour£:e Libraries 
(MURL). This Sub-conmittee shall be respc«isible for maintaining 
the currency of this manual. The Sub-<xnnittee should hav^ an 
Indiana State Library liaison. " ' 
2. B. Annual Review. The Sub-cormittee shall solTcit coRriei^s anci 

suggested changes or additions to this manual on an annual basis at 
a mininunn^ ^ - - - ° / 

2. C. Charges aftd Mditions. The Sub-committee shall review -aifid^T^com- 
mend any changes or additions to th^ ^r^ual prior to dist^"ibution. 
2. D. Reporting. Vne Sub-coTmittee shall report at les^t on an anmiaJ " 
basis to the NCC of ISLAC and the library cofnmunxty in Indiana' oa " 
the resource sharing policy and procedures and changes in the 
"guidelines. ^ 
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APPEM)IX A 

National , ^nterhaticxial , and Other 
Interlibrary Loan Codes 



. Introduction ; The Nwecican library Association has promulgated information 
about thiree ILL codes. The first is a national code, the text of which is 
printed in full in this appendix. The second is a statement of principles and 
quidelines for international interlibrary loans. The third is a model code for 
use at the local, state, or regional level. These codes were used as sources in 
developing Part /II of the Indiana Library Fiesource Sharinq Manual. 

,TlTese documents were p/inted in RQ, \tol . 20, no. 1, Fa^ 1^80; and are 
available in a pcmphlet from ATA. Purchase information follcv/s: 

' IViter library loan Codes, 198C (Q^icago, American Library Associc'tion, 
1981). If p. Order from ALA, 50 Fast Huron Street, G^icaoo, IIJ - fOfll, for 
$1.50. 
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PPHEUDIX A (cont'd) 

National Interlibrary Loan. Code, 1980 

* Adopted by Reference and Adult Services Division 
Board of Directors, New York, 1980.* 



INTRODUCTION 

Interlibrary ban is essential to the vital- 
rty of libraries of all types and sizes and is 
a means by which a wide range of mate- 
rial can be made available to users. This 
code is designed primarily to regulate 
lending relations between research Ubrar- 
ies and between libraries operating out- 
side networks or consortia. It is recog- 
rtired that through specific agreemenu, 
libraries prganikd^gcograjrttically, by 
mutual subj^ interest, or other bases will 
Kavcr developed codajof their own. It is 
not the intent of this code to prescribe 
the nature of interlibrary lending under 
such arrangemenu. (See "Model Interli- 
brary Loan Code for Regional. Sute, Lo- 
cal, or Other Special Groups of Ubrar- 

ies.T . , 

The effectiveness of a national system 
of interlibrary lending b direcdy related 
to the equitable distribution of costs 
among all the libraries involved. Interli- 
brary loan ts an adjunct to. not a substi- 
tute for, collection development in indi- 
vidual libraries. Rcqucso to national and 
research libraries or requesu beyond net- 
works and consortia should only be made 
after local, stale, and regional sources 
have been exhausted. It is understood 
that every library must maintain an 
appropriate balance between resource 
shanng and responsibility to tu primary 
clientele. 

This national code contains general 
guidelines foi* the borrowing and lending 
of library material. Details of procedures 
to be used in implementing the code will 
be found in the InUrbhrur^ Loan Frwdun 
Manual published by the American Li- 
brary Association." AH libraries participai- 
ing in interlibrary loan should have 
copies of this publication and should fol- 



low these recommcndauons. The manual 
also provides information on internation- 
al interlibrary km. 

The Reference and AduH Services EHvi- 
^ion, acting for th^ American Library 
Association in iu adaption of this code, 
recognizes that the exchange of material 
between libraries is an important element 
in the provision of library service and be- 
lieves it to be in the public interest to en- 
courage such an'exchange. 

I DcfinitkMi 

An interlibrary loan is a transaction 
in which library material, or a copy 
of the material, is made available 
by one library io another upon re- 
quest. 

!I. PurpoM ^ 

The purpose of inteHibrary loan as 
defined in this code is to obuin, 
for research an^ senous study, li- 
brary material not available 
through local, sute, or regional b- 
braries. , 
111. Scope 

A. A loan or a cppy of any mate- 
rial may be requested from 
another library in accordance 
with the publwhed lending poli- 
cy of that library. The lending 
library wtU decide in each case 
whether a particular item can 
be prpvi^^. 

B. Most libraries will not onfinan- 
iy lend the following types of 
materials: 

1. Rare or valuable material, 
including nunuscripu; 

2. Bulky or fragile items that 
ar^ difficult or expensive to 
ship; 



1 Endorted by the bo<^d« of diwcton of the A*ociation for UbrmrySemce tf Chil- 
dren and of the Young Adult Senrice* Dirijion, both drriaioni of the Amencan library 
A^ociation. June 1980. New York, and by the membeiahiji of the A«oci.bon of Re- 
Vearch Librariat. May 16. 1980. Salt Lake Qty. ' ' - 

2^pie. of the code are arailable in Int^riibrary Loon Codt*. 1980, rntemationcl 
Lending Princple, and Guideline, 1978 for SI 50 

LibranTAaaocUtion. 60 E' Huron 8tr.«t. Chicago. niinoU 60611 (18^ 0-8389-6687-8). 
3 A r«Ti«on of thU manual (Chicago. 1970). prepared by Sarah Katharine Thomaoo 
, for uae with the "National InUriibrary Loan Code. 1968." U now in proc«-i. 

(Reprinted by pennudon of the, American Library Association; . copyri^t^981 by the 
American Library Association.) 
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Material .in high demand at 
the lending library; 
Material with local circula- 
tkm restriciioni; 
Unique mate^ that woulo 
^ ' be difRcuk or impossible to 
replace. , 

IV. 1 KeapoiutbUities of Borrowinf 
/librariet 

. A. Each library should provide the 
resources to ^meei the study, in- 
structional, informational, ^d 
normal research needs of its 
primary clientele. This din be 
accomplished through it* own 
collection or through local, 
state, or regional' cooperative 
resouilie-sharing agreemenu. 
'Material requested from 
another library under this code 
* should generally be limited to 
those items that do not con- 
form to the library's collection* 
• development policy and for 
which there is no recurring de- 
manci. 

'B. The iifierlibrary loan staff of 
each library should bc^ famihar* - 
with, and use. relevant interii- 
^ brary loan documents and aids 

' These* include this code, the /n- 
ierhhraf^ Loan Procedure Manual, 
1 lending policies of the major 

researdi libraries^ and 4tj|ndard 
bibliographic tools and services. ^ 

a Eacli'library should inform its 
.users of the purpose of inierli- 
brary loap, and jof the library's 
intcrlibrar^ borrowing policy. 

D. The borrowing Jibrary^is re- 
spontibte for compliance with 
the copyright law' (Title 17, 
Code) and its accompany- 
itig guklelines, and should in- 
' * form its users of the applicable 
portions of the laW. An indica- 
tloi"^ compliance must be 
'^ovided %rith all copy reouesu. 

£ Requested material must be de- 
scribed completely and accu- 
ratdy folk>vring accepted, biWio- 
graplMC practice as pudined in 
the cuprent Interlibrary Lci^ 
Proiedure Manual. If the item 
cannot be verified, tb« state- 



ment "cannot verify" should be 
included along with complete 
information as to the original 
source of the citation. » 
F. The borrowing library should 

• carefully screen aD requesu for 
loans and rej^^ any that do not 
confcHm to t!^ code. 

C. Standard bibliographic tools, ^ 
such as union catalogs, com- 

f>uterized dati bases, and other 
isting services, should be used 
in determining |ihe location of 
material. Cart should be uken 
to avoid concentrating the bur-, 
den of requesu on a few librar- 
ies.' 

H. Sundard interlibrary loan for-- 
mats should be used for all re- 
quests, regardless of the 
of transmission. 

L The safety of borrowed mate- 
rial is the responsibility of the 
borrowing Horary^ from the . 
time, the. material leaves the 
lending library until it is re- 
ceived by tlje lending library. 
The borrowing library is re- 
sponsible for packaging the 
material so as to ensure iu re- - 
turn in good condition. If dam- 
age or loss occuVs, the borrow- 
ing library m}xii me^t alLcpsts 
of repair or replacement, in 
accordance with the preference 
of the lending'library. 

J. The borrowing library and its 

r , lisers. must^comply with the 
conditions of loan esublished^ 
by the lencjing library. 'Unless 
specifically Tqrbidden by the 
lending library, copying by the 
bofrowing library is permitted 

• provided that it is in accord- 
ance Vlith the copyright law and 
no damage to the original 
m^erial will result 

K. The borrowing library should 
' encourage library users to 
'travel to other libraries for on- 
site access to material when, ex- 
tensive use of a coBection is re- 
quired or the nature of the 
material requires special han- 
dling. The borrowing library 
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should assut th« user in making 
the necessary arrangements. 

V. Respofuibiiitiefl of Lendinf 
Libnricft. 

A. The dcosion lo loan nuierial is 
at the discretion of the lending 
bbrary. Each library is encour- 
aged, however, to interpret as 
generously as possible lU own 
binding policy with due consid- 
eration to the interests of its 
pnmary clientele. 

B. A sutement of interiibrary loan 
policy and charges should be 
made available upon request. 

C. The lending library should pro- 
cess requests promptly. Condi- 
tions of loan should be suted 
clearly and materul should be 
packaged carefully The lend- 
ing library should notify the 
borrowing library when unable 
to hll a request: stating the 
reason for not filling the re- 
quest. 

D A lending library is responsible 
for informing any borrowing 
library of its apparent failure to 
follow the provisions of this 

^ code. 

VI Expentca 

A The borrowing library assumes 
responsibility for all costs 
charged by the lending library, 
including transportation, insur- 
ance, copying, and any service 
charges. The borrowing library 
should try to antiapate charges 
and authorize them on the 
original request 



B. It is recommended that nomi- 
nal costs, such as postage, be 
absorbed by the lending library. 

C. If the charges are more than 
nominal and not authorized by 
the borrowing library, the lend- 
ing library should inform the * 
requestmg library and a|k for 
authorization to proceed. 

Dunuioa of Loaa 

A. The duration of loan, unless 
otherwise specified by the lend- 
ing library, is the period of 
time the item may remain with 
the borrowing library disVe- 
«rding the lime spent in tran- 
sit. 

B. Interiibrary* loan material 
should be returned prompdy. 

C. The borrowing library should 
ask for renewals only in un- 
usual Circumstances. The re- 
newal request should be sent in 
time to reach the lending li- 
brary no later than the date 
due If the Icndinff library does 

* not respond, it wiu be assumed 
' that renewal, for the same 
period. as the onginal loan, 1s 
granted 

D All material on loan is subject 
to immediate recall, and the 
borrowing library should com- 
ply promptly. 

VlII VioiidoD of Code 

Continued duregard of any pro- 
vision of this code is sufficient 
reason for suspension of borrowmg 
pnvileges 
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User ^: 



Librarian P: 



User A: 



ill I ibrarian A: 



User A: 



Ij-brarian A: 
User A I 

Librarian A: 



User A: 
Librarian A: 



APfFNDTK B 

TOPEF SA^^PIF ]>n2tPLIBPAPY LHAN IWFPVIFVTS 



Tbe First Tnterviev.- 

I understand tbe* library can aet rve bcokr tl^at aren't in tl^e 
library. 

Tbat's right. We can also get photocopier frcm^ periodicals that 
the library doesn't own. 'nell we what yoi) need. ^ 

I lust need a bct^k c^led Modem Art in Annerica, bv Martha 
Cheney . * ' 

This library has several Ixnks on /Vrorican art. May I ask why you 
reed this particular book.? 0 

It was mentioned in the encyclopedia .we have at hme. But I war 
hopinq the library had Fornethinq nore recent. 

Cheney's txDok was published in 1°3^. Pid von ray thr library had 
lots of ho9kr on Merican art? T couldn't find ary of them in 
the card cataloa. 

Did ycy look under th.e subject hieadinq "Art, carrra, Arnerican"? 

rio, I looker! under "American art". I noticed lots of bookr on 
"American drama", so I fiqiired the lihrary nust dvdr't have any 
books on American art . 

I V order if we don't havr a crors reTerence card to lead you from 
"An^'rican art" to "Art, American", Tell me, what exactly do yau 
want from a book on American art? , 

Actually, I'm wantinq to write a term paper on. Grandma ^^Kes, 
the. self-taught painter. 

Let mo sfw you how to find what books and articles we have on 
Grandma Moses. 



htote the follov'ing points: 

1) TMs apparentlv legitimate' interlibrary loan request led t^ a reference 
interviw in which the librarian discovered that, the user's real question was 
quite different from U>e first x]uestion askeci. 



2) T^p librarian helped the user find materials in her own library which 
she die? not knou' hou' to find for herself. 
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User B: 

Librarian B: 
User B: 
Librarian E: 

User B: 

Librarian B: 
User B: 



Librarian B: 



User B: 



Librarian B: 



User B: 
Librarian B: 



User B: 



Librarian B: 



Ihe Second Interview 



I hope you can help me. I'd like to 
that aren't in this library. 



sane periodical articles 



1*11 try to help you. Wiat topic are you forking on? 
The Holy War. 

The "Holy War" is an •interest inq idea. Is your tdpici^any 
narrower than this? Is it for an assignment? 

My Old l\&stament professor let the clar>s choose from a list of 
tenr paper topics^ I chose "Ihe Concept of the Itoiy War in 
Deuteronony" . ^ ^ ' . 

Tell we where you've looked. 

Well, I've been usinq the list of basic reference sources that 
one of the other librarians handed out in^/ class. YcxT^rw, he 
demonstrated how to use the library for our assignment. Let's 
see* I started with The Interpreter's I^ctionary of the Bible , 
Then I tried the card catalog under "Bible. Old T^stainent . 
Deuteronomy — Comnentaries" . Finally, I looked in Religion Index 
One: Periodicals . « ^ 

It, sounds like you are making effective use of this library^ Are 
you finding enough materials on tl)e shelves? 

<^ 

Yes. So far, my only problem ^n finding stuff is that we don't 
owD sane of the periodicals that have the nost relevant articles. 

Have you checked the bibliographies and footnotes attached to the 
books and articles we have that are on your topic? 

Yes, and they added sane stuff I^didn't find elsewhere. 

I'm wondering if you haven't founcf^ much as you can use in this 
library. Maybe you don't need thd^t' other articles after all. 
It takes a good deal of time and money to get photooqpies from 
other libraies. 

Well, there is one of the articles I really waifh to see. All the 
writers on the Holy War in Deuteronomy ^fer to von Rad as -the 
leading authority on this topic and this article, according to 
the abstract, "asks whether the Holy War as -defined by him ever ^ 
existedl" 



That sounds like an irnportant article, all right. 
50on you need it. 



lell me hov^* 
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t User B: Well, the ternypaper is due in a month, so I should have it 

within th^ next three. weeks, 

Ubrarian B:" That should give us enoOgh time. But sometimes we miss pec^>le's 
deadlines because of ^e quantity of interlibrary irequests and 
the slowness of the m^ls, Wbuld you please fill out this form. 
It haa, a place for your deadline antf it also asks the volure and 
page where you found the article cited, ^ 

User B: Why do I need to tell v^ere I -found ib? 

^ # 

✓librarian B: If the aliiicle isn't on the page you say, a librarian can ^go back 
to the source and „ see if there is an error in transmission, 

t^teer B: Is there any charge? ♦ 

Librarian B: No. The library absorbs the cost as part of its service, ^ htotice 
^ that the form has a warning about copyright restriction. 

User B: (after filling out the form) I hope this is okay. 

librarian B: Let me read through it anrf see if I notice anything that needs 
changing. ... Ch yes, you repo^rt the periodical title -as \fet 
T^st, but I think you didn't lopk up its full title 'in thFTront 
of Religion Index Cn^ . The correct title is Vetus Tie stamen turn . 
Everything else loo3^s fine. We'll send the photocopy to your box 
* when it arrives. 



User*B: Many thanks for your help. 

Note that ♦the following^oints were covered in the interviev/: 

1) The precise topic on which the patron was working. 

2) The purpose for which the material was wanted. 



3) The reference sources alreadv used. 

4) Other reference sources that might be consulted. 



5) Ihe list of requests reduced to the most significant titles. 

6) The time arid o^t involved in processing an interlibrarf^ request. 



7) Ihe patron's deadline and the possibility that the deadline will not be 
met . 

r r 

8) 'fbe source in which the book or article was cited. 
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9) Copyr?ight restrifctions. 



9) Copyi?ight restrifctions. 
^ 10) Errors on. the completed form. 
11) The method of notifying the patron v*)en the material arrives* 
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TiLcarian 
Vrec C: 

librarian C: 



User C: 

Librarian C: 
Vr.ec C: 
Librarian C: 



User C: 
Librarian C: 



User C:* 

Librarian Ct 
user C: , * 
Librarian C: 



T^e Tlurd Intervievv* 

(Approaching User C v*o\was v/andering aroiind thf Peference T^rea).. 
Vev I help you find something? 

This is only the second time I've been to the public library. 
Would you please help no find Armos of the Night, by William 
Mancher.ter? 

Ift's if we can find it listcxl in the' card catalog*. We have 
cards in our catalog for authors, titles and ruhjects. - {The 
librarian and the patrOT look in the card catalog togetheir.) 
Vk?ll, we aren't finding an author cArd or a titl(^ card. Is this 
a new publication? 

I don't know. My friend was telling me about it and I ' thought I 
v^uld enjoy reading it. Ma\'be I don't have the title quite 
right. 

Can you tell me what it's about? 

It's atout public opir^ion on the Vie train War. c 

Let's sef* if we- can find it in Books in Print , which lists-all 
book^ cuVrentlv available for purchase ftcr\ U.S. publishers.- 
(7^e librarian' and patron look at Books in Pcint together.) I 
don't se^ Annies o§ the Red, Night in theTisIr of titles, but I do 
see Armies of the Night,, by Nonr^n Mailer, ro vou suppose that 
could be theHxx^k you want? ' ^ 

Mavbe. How can we tell it it's about the Victman War? 

- . . ^ } . , . ^ • ' 

The American Book Publishing Pecorr^ will tell what subject 
headings haveTe?n assianed to the book. Popks in Print tells us 
it was published in 1968, so we'll, look in^TF^l^fa vclune of the 
Afnerican Book Publishing Berord. Okay, Be re it is — and the 
n^bject bearrTng is "Vietnamese Conflict, 19fl- — Puhlic 
opinion.* 

Uat's th^ book then. Sorry I gave you the wrong title. 
Sometimes my irind is hkx^ a* sieve. T.si^re tope the library ha- 
tha t book. ' - 

If v/e don't have it, we can get* it for you frcn another library; 
I^ally? How much would tliat cost? 

Nothipq. Interlibrary loans are part of our reaular service. But 
let'p see wheV.her Anmier o£ the - Night is -in our care' cataloq. 
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User Cr- 



*( After leaking-) Sorry, jit's not here. If you want us to borrow 
it for you just^ fill our this interlibrary loan sl^. V*iere it 
says "verified in," Orite " ^rican Book Rihlishing Recorc> , 1968, 
page 7fO," Vfe'U qive you a call or send you a card when it 
arrives. Meanwhile, would you like me to help you find other 
things to read that deal with publicr (pinion on the Vietnam War? 

Yes I would. I've got 30 minutes before iny motljer pi^ks tne up to 
qo to the Girl Scout ineeting.' 



Note the following points: 

1) The librarian tcx)k the initiative in offering help to, a patron, who 



afpeared to he confused, 



2) TY^e patron needed reference assistance even to discover that the library 
did not own the desired boo)^, 

3) The librarian, not the user, suggested! the interlibrary Joan service. 

4y The librarian offered to find other" readings on the patron's topic and 
the patron accepted. 

5) The patron was a junior high school girl. ■ 
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APPFWDIXC 

Dris appendix idcntifie3 potential soArces of c'ocuinents for- 
purchase as an alternative tc interlibrary loan. FWr current services and 
prices, contact the apprqpriate supplier. 

Section l-lists sources affiliated with the Copyfight Clearance 
Center and is reprinted with its permission. Section 2 lists sources 
available in conjunction with the DlMJ!x: and SDC online information 
retrieval services^ Section 3 lists other sources. 
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Guide to 

CCC"Participating 
Document 
PeMveiy 
Sendees 

/ 

WINTER, 1982 

Copyright (c) 1981 Copyright Clearance Center, Inc., 21 Congress Street, 
Salem, Massachusetts 01970; 617/74A-3350 

Reprinted by 4)ermission of Copyright Clearance Center. i 
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'APPENDIX C: Section 1 (cont'd) 

INTRODUCTION * - 

Thje need for time;y information in today's rapidly^ changing high-technology 
society is of paramount importance to both businesses and individuals. The 
myriad forms that infc^mation takes — scholarly journals, scientific papers,* 
patents, trade and business magazines and newsletters, as well as Ot^er non-print 
materials — make it difficult for information users to of tentimes possess that 
piece of data which *is needed. 

Organizations have evolved in both the public and private sector which 
satisfy this need. Called information brokerjj, document 'retrieval sources, or 
document delivery services, these organizations provide the information-user 
with particular items "on demand", often in the form of photocopied documents. 

More often than not, the material provided is ^otected by copyright. Under 
the Copyright Act of 1976, permission must be obtained by the document supplier 
from the copyright owner for material provided in this manner. 

The Copyright Clearance Center was incorporated in 1977 as a rfon-profit 
organization. I-t acts as an intermediary between copyright owners and photocopy 
users, such as corporations, information brokers, academic and public libraries 
and government agencies. Facilitating the flow of -information ffom creator to 
user, CCC is a single source for conveying photocopy authorizations from thousand 
of copyright owners. 



PURPOSE 



Many end-users of photocopied material have expressed concern to CCC as to 
whether documents they request from document delivery services are lawfully 
provided. They want to know that copyright owners are receiving th^ appropriate^ 
share of the fees they pay for supplied documents. Thus was this publication, 
the Guide to CCC-Participat ing Document Deliyery Services, born. 



SCOPE 



The Guide is meant to be a single, convenient source of information on 
services which provide authorized copies. Document suppliers who have accounts 
with CCC and provide authorized copies through either direct photocopy-license 
agreements with publishers, or the CCC Photocopy Permissions Service, are given 
free space in each issue to advert ise *and promote their businesses. 

Each document delivery service provides CCC with information for Its own 
listing. CCC assumes no responsibility for the accuracy of the information, nor- 
does t^e listing imply any endorsement by CCC. 

FREQUENCY _ ^ 

This Guide to document delivery services which participate in the CCC 
Photocopy PiT^ssions Service is updated and distributed quarterly. 

W 

V • 
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* 

ACCESS INNOVATIONS, INC.: 

P.q. Box* 40130, Albuquerque, NM 87196 
Diane Sobllck on (505) 265-3591 

Comprehensive (locument 'delivery services Irrespective of discipline 

or database. Orders accepted by mall, phone and J)\alor'det. 
AEI/INFORM RETRIEVALS (DATA COURIER, INC.): ^ 

620 South Fifth Sr., Lcrulsvllle, KY 40202 

Rep:y Gasklps on (8p0) 1626-2823 ^ ' 
, Full-text copies of most articles cited in ABI/INFORM since 1/75 

are .available. 48-hour turnaround. Order by mall, telex, Dlalorder, 

or Electronic Maildrop. Write or phone for more information. 
AMERIC^» SOCIETY FOR METALS/ASM PHOTOCOPY SERVICE: 

Metals Park, OH 440/3 

William Weida on (216) 338-51%t^ ext. 450 

PTOvides copies from^journal literature pertaining to metallurgy, 
^ee information on request. Otders by mail, phone and telex: 980619, 
atiswerback: METALEX-MTPK. Deposit accounts accepted. , 
ASSOCIATED INFORMATION CONSULTANTS: 

1314 Minerva or P.O. Box 8010, Ann Arbor, MI 48107 
Ray Durance on (313) 996-5553 

Retrieval of published documents for all purposes. Quick response, 
reasonably rates .^Dlalorder : ACCESS. World-wide resources. 
AW ZIKO & ASSOCIATES:^ 

P.O. Box 61671, Houston, TX 77208 

Atef 0. Ziko on (713) 523-7059 . ^ 

AZ&A supplies technical, medical, and scientific documents. Deposit 
accounts are accepted. Discount given to all deposit accounts. Rush 
service available. Mail, phone, or online ordering accepted. 
ATLANTA INFORMATION SERVICES: 

1387 Oxford Rd., NE, Atlanta, GA 30307 
Tattle W. Roan on (404) 373-1887 \ 

Provides comprehensive document delivery services irrespective of 
discipline or database. Materials are dispatched within 48 houivs 
to users world-wide. Specialty: hard-to-find items. 

BNA RESEARCH AND SPECIAL PRODUCTS DIVISION (RSPD) : 

1231 25th St., NW,* Washington, D.C. 20037 * 
Lili Crane o# Harriet Berlin on (202) 452-4323 or (202) 452-4400 
A fact-finding facility, research, and document delivery service 
for business, law, personnel and labor professionals, researchers 
on any subject. Discounts to BNA subscribers. 

BOGART-BROCHJER ASSOCIATES, INC.: ^ 
47 Williams Dr., Annapolis, MD 21401 
Betty Bogart on (301) 261-2893 

An information service company which provides all types of library > 
services including online searching, document retrieval, translations, 
and book ordering. 
CAROLINA LIBRARY SERVICES: 

137 E. Rosemary St., Chapel Hill, NC 27514 
Document Delivery Department on (919) 929-4870 

CLS provides delivery of any published material from anywhere in the 
world. This includes journal articles, conference papers, technical 
reports from government and Industry, books and newspaper articles. 
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Guide to CCC-Particlpatln^ bogument Delivery Services - APPENDIX C: Section 1 tcx)nt*d) 

CHEMICAL ABSTRACTS SERVICE DOCUMENT DELIVERY SERVICE: ^ 
2540 Olentangy River Rd., P.O. Bpx 3012^ Columbus, OH 43210 
Robert 'Tannehiia on (614) 421-6940, ext. 2956 

Find that original scientific document. We'll provide copies or $ \ 

loans of documents cited in CHEMICAL ABSTRACTS and other CAS ^ 
publications and services. Coverage goes back ten years. 
* CHEMISTS CLUB LIBRARY: • \ - 

52 E. 41st St., New York, NY. 10017 . w - * 

Norma B. Mar on (ZIZ) 679-6383 / 
Provides photoc'oples of publications, scientific, technical, busineM, 1^ 
from ho»ldings and Voridwide- sources ; document aVquisition service and 
computer search service. 
CHESAPEAKE INFORMATION RETRIEVAL SERVICE: 

1046 Taylorville Lane, Edgewater, MD 21037 

Ken Kurlychek on (301) 798-6458 , * 

^ CIRS provides quick and low-cost access to the Washington "DC metro ^ ^ 
area. Special rates for bulk orders. Call or write for more 
information., 
COLORADO TECHNICAL REFERENCE CENTER: 

Campus Box 184, University of Colorado, Boulder, CO 80309 
Lynne Foote or Jq Chanaud oa (303) 492-8774 

We are an information service specifically designed to provide 
people in business, industry and government with answers to 
questions as quickly as possible. 
COMMONWEALTH AGRICULTURAL BUREAUX: ^ 
Farnham House, Farnham Royal, Slough, United Kingdom 

U.S. Agent (602) ^626-1955; UK Telex : '847964 . fi. Furneaux/E. Cook (USA) 
Document service for most n^te^ial in CAB .ABSTRACTS database. 
CW ASSOC WES: • . , * ^ * 

P.O/ Box 34099," Washington, D.C. 20034 
Order Department oq (301) 881-4411 

Information Is our business - over 20,000- periodical titles, over 
a million other publications - twelve years of service providing 
special order technical information for US^ and foreign customers. 

DATA-SEARCH: . ; 

P.O. Box 635, Pititsbo^o, NO 27312 
Alan Metter or any representative on (919) 542-5114 
Accepts documervt orders world-wide from online databases, phone or 
mail. 48-hour turnaround. US government documents, patents, NTIS, % ^ 

NASaI health, Medicine, biology, business management , marketing areas. 

DATATRAC INFORMATION SERVICE: 

2848 Westervile Rd., Columbus, OH 43224 ^ 
Frank Atkinsgn on (614) 476-5895 

Access to Ohio State Library, Ohio Historical Society Library, and State 
of Ohio Library. Rush service available; deposit accounts accepted but 
not required. Pos4:age and .'delivery cdsts extra; Mastercard and VISA. 
ENVIRONMENT INFORMATION CENTER INC.: 

48 W. 38th St., New York, NY 10018 

Documents on Demand on (212) 944-8500 ^ 

Online users are required to open a deposit account^. Fee information 
on request. 48-hour turnaround; either hard-copy or microfiche. 
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. to, CCCnPart-icjlpatlng Document DellveVy Services - APPEMDIX C: Secticjn 1 (cent' 



FIND/SVP DOCUMENT RETRIEVAL SERVICE: * 
500 5th Avenue% Ndw York, NY 10110 

Dorothea Davidson on, (212) 354-2449 ' 
FIND/SVP Is a total business Informat lon^ rf source . Provides quick ^ , 
retrieval of any published materials ^nd quick Information service 
provided ansVers^to your business quest^lons. 

FISH AND WILDLIFJE REFERENCE. SERVICE: * ' 

3840 Yotk Street Unit I, Denver, fco 80202 
Wayne Coffey on •(800) 525-3426 (In ^Colorado, 1-571-4656) 
FWRS Is an Indexfhg and i*etrleval service which provides access to 
the documents generated by Federal Aid In Fish and Wildlife 
\ Restoration Program (Plttipan-Robertson and Dlngell-Johnson Acts). 

FREELANCE RESEARCH SERVICE: 

1004 California, Ho^iston, TX 77006 

Document Delivery Department on (713) 526-8058 

Provides photocopies of journal articles, reports, newspapers, 

government documents, patents, conference pro.ceedlngs . Request 

via letter, phonfc, DIALOG ' sDlalorder , and SDC's Malldrop. 

GLOBAL ENGINEERING DOCUMENTS: 

2625 S^ Hickory St., Santa Ana, CA 92707 

Jerome H. Llebllch or Joey Emerson on (714) 540-9870 \ 
Library of government, military and Industrial specifications Wnd ^ 
standards. Copley available and shipped the same day on receipt 
of order. Send for Informative brochure and price schedule. 
Ill RESEARCH INSTITUTE (IITRI) : 

10 W. iSth St., Chicago, JL 60609 

Gerald Yuculs or Rita DeLaPena on (312) 567-4341 or -567-4358 
Provides document dellviB]fy for published material of all. types. , 
Access to 21 major libraries and SDI/Retro computer searching with 
• access to over 400 major databases. 
INFO/DOC (Information/Documentation) : . 

P.O. Box 17109, Dulles International Airport, Washington, D.C. 20041 
Document Delivery Service on (701) 979-5363 

Furnishes US ^^^ernment documents, publications, "freedom of Information" 
Items, patents, retrieval from extensive sources. Online via DIALOG, 
ORBIT, mall, phone, telex: 903042, ans: INFO DOC, OoUne: ORDER INFO DOC. 
INFO- SEARCH: 

1520 N. Woodward, Bloomfleld Hills, MI 48015 ^ 
Gloria Donoher on (313) 642-5446 

Will obtain copies or photocopies of tiocuments cited In databases, 
bibliographies, conference papers, patents, government documents. 
Orders accepted from around the world. Searchers Ir/ major US libraries. 
INFOQUEST: 

11301 Rockvllle Plkfe, Kensington, MD 20895 
Virginia Van Brunt on (301) 881-9400 

Provides access to world-wide resources. Order online through SDC 
Electronic Malldrop: INFOQUEST or Dlalorder: QUEST. Telex: 904059WSH. 
Deposit accounts receive lOZ discount. Fee schedule on request. 
INFORMATION BROKERS: ^ 

, 2888 Bluff St., Suite 152, Boulder, CO 80301 
Cassandra Geneson or Marty Covey on (303) 449-8896 

Complete Information service providing computer literature searching 
and document delivery that Is International In scope. Specializing 
In the acquisition of scientific and technological literature. 
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Guide to CCC-Participating Document Delivery Services - APPENEJIX C: Section T (cont'd 

INFORMATION CONNECTION: ' V . 

P.O, Box 6061, Santa Barbara, CA 931H 

Linda K. Phillips on (805) 967-0922 ^ , 

An information broker doing computer-based searches; secondarily 
a document delivery service for the convenience of our customers. 
INFORMATION INTELLIGENCE INC.: 

P.O. Box 31098, Phoenix, AZ 85046 

R. §. Huleatt or anyone on (602) 996-2283 

World wide information resources with 24-hour service,^ days a week. - 
Provides search and document delivery. Volume discouni^'available . 
Free online ordering: (602) 996-9709. 
INFORMATION MANAGEMENT SPECIALISTS: 

1816 Race St., Denver, CO 80206 
Soffia Frangos oh (303) 320-0116 

We obtain requests from local, state, national and international users. 
Local delivery within 3 working days; 24-hour service at additional 
charge* Fee information on request. 
INFORMATION ON DEMAND: 

P.O. Box 9550, Berkeley, CA 94704 
Sue Rugge on (415) 841-1145 

Full service retrieval of any published material using lOD staff 
stationed at UCB, UCLA, UCD, Stanford, John Crerar, Linda Hall, MIT, 
Cornell, Harvard Engineering ^cieties, NLM, NAL, LC, NTIS, UTx, UMi. 
INFORMATION PROFESSIONALS: ^. 
800 Washington St., Denver, CO 80203 
R.J. Jackson on (303) 837-1293 

Provides document delivery, automated and manual searching. Organization 
of information and design of retrieval systems. Rush orders accepted 
at additional charge. Consultation available. 
INFORMATION RESEARCH CONSULTANTS: 

1330 Classen Blvd., Suite 121, Oklahoma City, OK 73106 
Shirley Mangan on (405) 236-1349 

Online database searches; document retrieval from all government agencies. 
Industry overviews, legal research, abstracting and indexing. Records 
management and library consultant. Fees vary; prices available on request. 
INFORMATION STORE: 

235 Montgomery St., Suite 800, San Francisco, CA 94104 
Barry Champany on (415) 421-9376 

Worldwide document retrieval and information services. Volume rates 
and deposit accounts available. Order via Dialorder, SDC, and Cable: 
INFOSTORE; The Source: TCC598; Telex: 18-1159; mail or phone. 
INSTITUTE OF TEXTILE TECHNOLOGY: 

P.O. Box 391, Charlottesville, VA 22902 
Linda Justus on j(804) 296-5511 

Educational non-profit organization for textile research. One place 
where textile companies can turn to as a resource for journals and ^ 
research. 
K(MP INFORMATION SERVICES: 

811 Fountain Ave., Louisville, KY 40222 
Joel T. Komp on (502) 426-7754 

Publishes Foods ADLIBRA and the database ADLIBRA . We possess every 
abstract foi^nd in the printed abstract periodical and the database. 
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Guide to CCC-Particlpating Document Da l ivery Services - APPENDIX C: Section 1 (ccnt'<^> 



L. M. .WARREN INC. : j ' 

2000 West 12th Ave., Vancouver, B.C. V6J 2G2 Canada 
Lois Warren on (604) 734-0755 

An information service company providing library consulting, online 
searching, research and business information analysis. Secondarily 
provides document delivery for clients. 
MANAGEMENT CONTENTS: 

2265 Carlatn Dr . Northbrook, IL 60062 
Joseph Bremner on (312) 564-1006 

Document delivery service for publications and journals covered by 
"Management Contents'' and "Legal Contents" and in Management Contents 
database. | Service available to subscribers and database users only. 
MITS (Michigan Information Transfer Source): 

400 Hatcher Graduate Library, University of Michigan, Ann Arbor, MI 48109 
Anne Beaubien on (313) 763-5060 

Provides copies of articles held at MiU within 2 working days; 1-4 
weeks from other sources. Federal Express aqd rush servic^^ available. 
Request via mail, phone, DIALOG, SDC, or TVX. 
MICROMEDIA LIMITED: 

144 Front St., Toronto, Ontario M5J 2L7 Canada ^ 
Robert Gibson on (416) 593-5211 

Provides document delivery, primarily monographs and corporate annual 
reports, for the most part Canadian-based. Canadian government 
documents. Services Canadian and world-wide clientele. 
MICROXCHANGE: 

222 E. Carrillo St., Sui^e 101, Santa Barbara, CA 93101 
Maisie Cohen on (805) 963-4187 

An information service company, specializing in microcomputing, which 
provides reference library searches, periodical collection, document 
retrieval, book ordering andjcdntacts ^ith programmers and industry. 
NORTH CAROLINA SCIENCE AND TECHNOLOGY RESEARCH CENTER: 
P.O. Bqx 12235, Research Triangle Park, NC 27709 
Karen Campbell on (919) 549-0671 

Information center specializing in science, technology, and business- 
related areas. Chiline literature search and documents. Complete 
NASA collection. 
OATS (Original Article Text Service) from ISI: 
3501 Market St., Philadelphia, PA 19104 

Diane Sewell on (800) 523-1850 ext., 1141 (in PA 215-386-0100 ext 1141) 
OATS provides tear sheets and photocopies from over 6,700 science, 
social science, arts and humanities jbumals. Coverage includes 

0 current and last three calendar years. All royalties paid by ISI.^* 

PELNER LIBRARY SERVICE: 

2107 Camden Ave., West Los Angeles, CA 90025 
Bonnie Pelner on (213) 478-7600 

Provides photocopies of arti/:les from holdings in 19 libraries at 
' UCLA. Order by mail , phone Dialorder or Electronic Maildrop. Write 

or call for further information and fee schedule. 
R.I.C.E. (Regional Information & Communication Exchange) RICE UNIVERSITY: 
P.O. Box 1892, Houston, TX 77001 
Patricia Samuelson on (713) 528-3553 

Provides document retrieval, computer-generated bibliographies, 
translations, reference questions. Energy, chemical and oil industry 
specialists. Telex: 9108813766; answerback: EXCHANGE HOUS. 
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t • 

ROYAL TROPICAL INSTITUTE AGRICULTURAL INFORMATION & DOCUMENTATION SECTION: 

Mauritskade 63, 1092 AD Amsterdam, Netherlands 

Peter Thorpe on (020) 924949 ext, 290; Telex: 15080 kit nl 

We supply copies of all material included in Abstracts on Tropical 

Agriculture (TROPAG file on SDC) . In addition try us 'for items on 

Third World. Bibliographic searches also undertaken. 
SAVAGE INFORMATION SERVICES: * 

'608 Silver Spur Rd . , Suite 310, Rolling Hills Estates, CA 90274 

Sue Savage on (213) 377-5032 

Consulting, information systems design and operation, records management 
systems, library automation, cataloging and indexing. Computer database 
searching, document delivery and photocopy services. 
SCXnINFO (Business Information International): 

34 Kompagnistraede , 1208 Copenhagen, Denmark 

Alex Gorski; Telex: 15492 buinfo dk; Cable: businessinfo Copenhagen 
Provides a full range of information consultancy and information 
gathering services. Will supply documents of any kind from all 
Scandinavia and rest of Europe. Major credit cards accepted. 
TECHNICAL LIBRARY SERVICE INC.: 

130 Fifth Ave., New York, NY 10011 
Elaine Haas on (212) 675-0718 

Documents from journal articles and texts in the NYC area. Specialize 
in medicine, science and technology.- Also marketing, business, and 
social science. Response in 5 working days; phone and mail- orders. 

UNIVERSITY OF TULSA, SIDNEY PORN TECHNICAL LIBRARY: 
600 South College, Tulsa, OK 74104 
. Jim Murray on (918) 592-6000 ext.. 2231 

Access, to material abstracted in PetroJ.eum Abstracts as well as 
access to ovei^ 5000 journals at University of Tulsa library. Order 
by pl|fine or mail. 

WARNER-EDDISON ASSOCIATES:, . 

186 Alewife Brook Pkwy., Cambridge, MA 02138 ' 7 

Laurence Prusack on (617) 661-8124 

Provides documents, books, library research, bibliography research. 
Worldwide sources. Specializes in business, economic, political and 
technical information. Access to all databases; computer seajrch^s. 
WASHINGTON DOCUMENT SERVICE: 

918 16th St., NW, Suite 102, Washington, D.C. 20006 ^ 
Tom Gathright on (202) 789-0116 

We are a corporate information service that specializes in providing 
Securities and Exchange Commission reports on a demand basis. 
WASHINGTON SERVICE BUREAU INC: ^ 

1225 Connecticut *Ave. , NW, Washington, D.C. 20036 
Crystal Williams on (202) 833-9220 

A lawyer's and businessperson 's service bureau engaged in retrieval 
of documents and information from US government and other resources 
located in Washington, D.C. 
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APPENDIX C: Section 2 

SDC's ELECTRONIC MAILKOP SERVICE 

SDC (System Developnnent Corporation) offers ax\ Electronic Maildrop 
Service which allows the* online ordering of documents. The following is a list of 
suppliers from which documents can be ordered online through SDC. Any type of 
document from any SDC database or from any other source (i.e. printed 
bibliography) can be ordered depending on the supplier. Ft>r complete infor- 
mation about the Electrcaiic Maildxrop Service and its document suppliers, please 
contact SDC: 

r SDC Search Service 

2500 Colorado Avenue 
* Santa Monica, CA 90406 

. 800-421-7229 ^ 
Electronic Maildrop Suppliers 



Online label 



ORDER 
08RIKR 
ORDER 
Of^ER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDEK 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDB^ 
GREER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 
ORDER 



ADS 
AGLINF 
AZA 
APLSO 

BL 
CAB 

CAROLIB 

CASDDS 

CISFIOJE 

DEPWEWr • 

DifNAMIC 

ESL 

EIC 

ERIC 

FINDIT 

INFODOC 

INPOINT 

INPOQUEST 

INFORM 

INFOSRCH 

INFOSTORE 

locr 

lANCE 

MANAGE>fENT 

MITS 

OTIS 

CftTS 

RPIPAT 

SAE 

UNI 

USRFP 

WEA 



Organ iz3tion 

Ihe Information SpeciaAsts 
D^ane-Westem, Inc. 

ATEF ZIKO & Associztes ' « 

Pelner Library Service 
Bogart-Brociner Associates, Inc. 
British Lending Library 
Ccnmonwealth Agricultural Bureaux 
Carolina Libray Services 

Chemical Abstracts Service/Document Delivery Service 

Congressional Information Service 

Derwent R±>lications Ltd, 

Cynamic Services ^ 

Ehgineering Societies Library 

Ehvironmentcd infonnation Center, Inc/'^ 

ERIC Docunent Reproduction Service (EERS) 

PIRD/SVP DDCument Retrieval fervice 

INFODOC (Information/Docunentation) 

Information Intelligence, Inc. 

INFCX3UEST ^ s 

ABI/INFOPM, Data Courier, Inc. 

INPO SEARCH 

The Information Store 

Information on Demand 

Freelance Research Service ^ 

Manaigement Contents 

MITS, Chiversity of Michigan 

National 'T\echnical Information Service 

Institute for Scientific Information » 

Research Ri>lications, Inc. 

Society of Autonotive Engineers 

XEROX Uhiversity Microfilms 

Washington Representative Services, Inc. 

Warner -Eadison Associates, Inc. 



ERLC 



A-17 



11 



V 



APPENDIX C: Section 2 (cont'd) 

DIALOG* INFORl^ATION RETRIEVAL SERVICE 

DIALORDER^*' Suppliers 

(as of January 1982) 



ERLC 



.ORDER 
Acronym 



ACCESS 
ADS 

ADTRACK 
All 

APLSO 

AQUA 

ATLIhFO 

AUSIDIAL 

AZA 

BBA 

CAB 

CANDOCS 

CAROLIB 

CASOOS 

CDUMI 

CIS 

CPR 

CRC 

CTRC 

DATA 

DATAQUE 

DIALOG 

DISCLO 

DYMAMIC 

Etc 

ERIC 

ESL 

EUROSERV 

FINDIT 

CEOARCHS 

GPOPRF 

IFIPATS 

tlIAZ 

IITRI 

INFO 

INFOOOC 

INFORM 

INFOSRCH 

INFOSTOR 

IPDNY 

LANCE 

MAStS 

METALS 

MGMT 

MITS 

NTHBJNFO 

NTISUK 

OATS 

PHARMACY 

PTS 

QUEST 

RAPRA 

RPIPAT 

SCANIhFO 

SPECS 

TIBORDER 

WEA 

TRAIN 



Supplier 



J 



Associoted Informotion Consultants (Ann Arbor, Ml) 
Information Specialists (Cleveland Heights. OH) 
Corporate Intelligence, Inc. (St. Poul, MN) 
Access Irvxjvotions, Inc. (Alboquerc^, NM) 

Pelner Library Service (West Los Angeles, CA) m 

Woter Reseorch Centre (Medmenhom, Marlow, Buckinghamshire, U.K.>^ 

Atlanta Infornxition Services (Decoiur, GA) 

Inscorch Ltd./DIALOC (bteymorket, NSW, Australia) 

Atef Ziko & Associates (Houston, TX) 

Bogort-Brociner Associates, Inc. (Annapolis, MD) 

Commonv^lth Agricultural Bureoux (FcFnhpm Royal, Slough, UX.) 

Micromedio Limited (Toronto, Ontario, Canoda) 

Carolina Library Services (Chopel Hill, NC) 

Chemicol Abstrocts Service Docunr>ent Delivery Service (Coli^bus, OH) 
University Microfilms In^ernationol (Ann Arbor, Ml) 
Congre^ional Information Service (B^thesda, MD) 
Career Plocement' Registry (Wilmington, DE) 

Cle<ringhouse for Regulatory Material on Chemicals Fairfax, VA) 

Colorodo Technical Reference Center (^oulder, CO) 

DATA-SEAPtkH (Pittsboro, NC) 

DataQuest l/ternotional. Inc. (Chicogo^ JLry 

DIALOG Inftrnxition Retrieval Service (Palo Alto, CA) 

Disclosure, Inc. (Washington, DC) 

Dynamic Services (Menio Park, CA) 

Environnr>ent Information Center, Inc. (hlew York, NY) 

ERIC Document Reproduction Service (EDRS) (Arlington, VA) 

Engineering Societies Library (New York, NY) 

Mikro-Cerid (Boulogne, France) 

FIND/SVP (New York, NY) 

Ge<^t€ms (London, United Kingdom) 

ILS; Government Printing Office (Woshinaton, DC) 

Fl Plenum Data Comp<»>y (Arlington, VAJ 

Informotion Intelligence Inc. (Phoenix, A^ 

[IT Research Institute (Chicogo, IL) 

InfornrKition' on Denwd (Berkeley, CA) 

INFO/DOC - Information Documentation (Woshington, DC) 

Data Courier, Inc. (Louisville, KY) 

lnfo»Se<rch (Bloomfteld Hills, Ml) 

Information Store {Sa> Francisco, CA) 

Information Processing and Delivery (New York, NY) 

f reeLANCE Resecrch Service (Houston, TX) 

Maruzen MA;5IS Center (Tokyo, Japan) 

Americ<»> Society for ^ols (Metal».Park, OH) 
/ Manogement Contents, Inc. (Skokie, IL) 
I Michighn Infonnation Transfer Source (Ann Arbor, Ml) 

Norwegian Institute of Technology (Irondheim, Norway) 

NTIS, United Kingdom S«^ice Center (United Kingdom) 

Institute for Scientific Infomnotion (Phllodelpbio, PA) 

Ameria^i Society of Hdspitol Pharmocists (Mfoshington, DC) 

Predicosts, Inc. (Clevelpnd, OH) 

InfoQuest (Kensington, MD) 

Rubber end Plastics Reswch Associotion of Great Britain (Showbury, Shrewsbury, U.KJ 

Research Publicotions,Hn9^ (Arlington, VA) 

Business Information International (Copen h oge n , Dennrnrk) 

Noibnol Standards Assopiatlon (Woshington, DC) 

Tec^ische lnfornrKJti«&lbliothek, Unlversltotsblbliothck (Hanover, Germany) , 
Womer-Eddison Associotes (Canr^ridge, MA) 

[Training Acronym. No lyellowsheeO 

.ORDER TRAIN con be used to practice use of DIALOROER or for troining and 
demonstrations to ot*rs. All orders entered usipg .ORDER TRAIN or 
^OROERITEM TRAIN ore ignored y 
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7\FPFJJDIX C: Section 3 
CTOFP SOURCES 

•» 

Infomatior Special isfc 
Article Delivery Servipe 

24?0 Lee Poulevard \ 
Clevelanc', Chio 44118 , . \ 

(2lf)321-7500 

» . 

EPIC Docunentation Reprcxluctior Service (EDRS) 
3030 North- Fairfax Prive 
Arlington, VA 222(J1 
(703)841-1212 

(FRJC rkxruiD^nts (ED numbers) only. Spocifiy microfiche or paper copy.) 
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APPENDIX B 



INTERLIBRARY LOAN POLICY 



Interlibrary Loan Address: 



TELEPHONE NO: 
TWX NO: % 



NUC COD E: 

OCLC CODE: 

Photodupl ication Address: 



TELEPHONE NO: 

TWX NO: 

TWX servTCeT 

will accept ^oan requests 

Will accept phocotocy requests 

OCLC SERVICE: * 

Will accept loan requests 

Will accept photocopy requests 

Number of times symbol required 
in lender string . 

SERVICE CHARGES: 

. No charge 

Charge per ILL transaction 

PHOTOCOPY SERVICE: , " ^ 
No charge up to pages 



Charge per exposure 

Handling charge 

Minimum charge 

MICROFILMING: 

Service available 

Charges for a) ^ositive^ 
b) negdtive_ 

BILLING PROCEDURE: 

Invoice with material 

Invoice on ILL form 

Payment in advance 

Other 

POSTAGE: 

Do charge 



No not charge_ 



SPECIAL COLLEUION STRENGTHS: 



SUSPENSION OF ILL SERVICE DURING 
CHRISTMAS: 



DURING SUMMER: 
COMMENTS: 



BOOKS: 

Will Tend 

Will not lend 



Length of loan^ 

Will renev r 

Special restritt{ons_ 



PERIOUICALS: 
Will lend 



j)ages 



Will not lend 

Lend if article exceeds 

Photocopy in lieu of loan if article 
under ^ pages 
DISSERTATIONS: 
Will lend 



Will not lend_ 
Length of loan_ 
Will renew 



Microfilm available from: 
Our library 



. University Microfilms since_ 
MASTER'S THESES: 
Will lend 



Will not lend_ 
Length of loan_ 

Will renew 

MICROFORMS: 
Will lend: 

cards 

Film 

Fiche 

Print 



Will not lend: 



GOVERNMENT PUBLICATIONS: 

Depository: Will lend: Will not lend 

.State 

U.S. 

Canada 

- Gt. Britain ^ ' 

U.N. 1 

Other 



Length of Loan 
Will renew 



SPECIAL MATERIALS: 
Type 



Will lend^^ 

Wi 1 1 not lend_ 
Length of loan_ 
Will renew 
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APPEM)IX E 
SAMPI£ ILL FOFfre 



ikTERLIBHARY LOAN APPLICATION: BOOK OR THESIS 



What l» your topic? 



What course is this for? 



Signature of Reference Librarias who has hdped you: 
Pimm PtiNT lU M^^t 



IL: 

Date! _ 
Rec: — 
Due: ^ 
Ret: _^ 
R.Rcq.: 
N. D«tc: 



AtMlhor'i LMMt Nm%t Pint Nrnnt 


Middle Nmnet or InitiaU 


CompUtt TkU 








PUce oi PubiiCMhon ^ PublUStr 






After what dale will this book not be useful? 



Bom Number or Addnu 



Phtmg 



1. User Application for* Bock or Thesis 
{(Jburtesy EarlhcTi Collie) 
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Sli^lE ILL POIWS (cont'd) 



INTIRLIIHARY LOAN APPLICATION: PERIODICAL AR TICLt PHOTOCOPY 



Wbat is your topic? 



What coane U this for? 



SlgMturc of Reference UbrarUn who has helped you: 
rtINT rii# FelWw«iif t 



IL: 
Date 




R«c 




Do«: 
Ret 







N D«tc: 





Ptriodtad Tttle 


f . — ' 




F\r9t Name 


TitU of ArttcU 






Sr- 


After what date wilJ this article not be useful? 




Ti floor Number or AddrtMM 




HOnCI — WanOnt C— icfalwi CayyHflit tarfrkfia^ 


» 

4»f«Ma. «r.i H.«Mr«^a 


« 



2. User ILL ;^lication f or Journal Article Photoccpy 
, (Courted Ear lhan ^College) 
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SAMPIE ILL FCSMS (cxnt'd) 



LENDING UttARY 


VEKIFICATION 

t 


LOAN INF0RMATI0N-U8RARY USE ONLY 


RECEfVEO 


POST & INS 


DUE 


RETURNED 











$€ECOfYRiCHT KESTRIOK>NS( REVERSE SlOf) ^ 



TO. 
P 

L 
E 
A 
S 
E 

P 
R 

I 

N 

t 



SCIENT^IC UiRARY CO^Y.MC789 
UNO CHECKED ITEM; COPY 
TOi • 

NAME _i 



TITLE ^AOE ONLY Q 
DEPT. 

NO. 



DATE — 

PHONE 

NO, _ 



X>URNAL . 



AUTHORS . 



ARTICLE 
TITLE _ 



ftOOK 

TITIE . 



VOi/tO. 



AUTHTEDITOR . 
CHAPTER 

TITIE ! 

CHEDINt 



T 



CHAPTER- 
AUTHOR _ 



PACES 



JU/ML 



AUTHOR 



OMMAfwr^ 



COPY REQUEST— SOENTIFIC UUARY 



ED IN. 



IN PILES 



CHi^ 

souRa 

OTATION 

IM 
CA 
iA 

amcoNT 

NIMCAT. 
OTHER 



STATUS Of AAATERtAl REQUESTED 

^ (CltClf A>»tO*tUHI NO) 

\ NOT YjT REarvfii, 

3 HOLCHNC CARD P0R4BSUC ARRIVAL 

J. MISSING PROM STACKS " . 

4. ROUTED 

1 AT l^gtY ^ 

L ORDERED ON INTER UWARY LOAN 

7. RESUtMiT REQUEST 

ONE WEEK ONE MONTH 

t. THIS IS A DEPARTMENTAL HOLDING 
rr MAY U lORROWED FROM. 



NOTig-- WARNING CONCERNING COPYRIGHT RESTRICTIONS 
TW tnpy^'t^ low Hm LMi»*d StotM (Tiilt 17, Un«««d Stot«« Co<i«^ yovcrns lK« mokmg tA photecopMi or ethtr 

fOOf oAlCttOfM of CO^JTflQKtod MOtOfMl ^^f^B 

Uwd<i CO* low c o wdtltn * tpocifiod Ml tlw low, libroQ^^fwl orch«v«t or* owtKorix*d to (wrfinK o pKofecopx ^ 
oHior roprodtfctiOft Oot e4 ihoto »p«<H«od condrttoi^^fT lHbt-tK« plK>tocopy or rvprodwction n not to b* "vtod 
lor ony purpOM ollwr (Hon pnvolo itwdjr, uholorilMp, or r««oorch II o vt«r mokvt o r«qw*il lor, or lol«r 
o plM^opjr oc roprodwclion ler pwrpoto* i« vxcom of "iow wm," thof vtor moy b« ItobU for copyright trt4ring«- 



TWi Mtfilwtioii NTOwrvoi tlw rigM to r«4uM to occ«p( o copjrfog ordtr 4, tn Mi ludgmont, fvHilimont of Hit ordor 
would wivolvs vtolotloo of copjff iqM low 

REQUESTErS SIGNATURE 



3. Sarfple User ILL Request for Books and Journal Articles 
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SAMPIE ILL FQFMS (cont'd) 



om^mmit 91-18^1. mtmmttm 



A REQUEST 



^INTEtLWRAftY LOAN LIMAItlAN 
^UBftAKliS, PURDUE UNIVERSITY 
WECT LAFAYETTE, INDIANA 47907 



Nrim ^ StatM Uo^er grad \ ^ 

M Mi«r OK ptnodic«( Mi. Mi and ifH . i 

Archives of disease in childhood. Vol. Ho. 9, i960 

Birkbeck et al: 2^-i^ydro^cholecalciferol serum levels in 
breast-fed infants, pp. 691-69^ 



Vfnftid K 0^ iIm ott4 9 

BiN OS ISSM •r^P^Ti^«^0bl(P2 
M MiHarctitefent i CMt docs mM tsctcd S 



' £Xi~ iilly And Coopany 
Interlibrary lioan Assistant 
Scientific Library 
F.O. Box 616 
Indianapolis, III U620S 



AUTHOmZCD IT (tuH nimel tUTH O. lOTHfNWtq^ fflff 
TiTiE iNTraiiMAsv inAM roA»niMAT/%a 



CoN^4o 



Interlibrary Loan 
S«ithvilla Public Library 
123 Main St. 
Any Town, USA 12345 



A 

Kioum 



Stohit Head 



Rtqyttf Itr X3 LOAN tr B PHOTOCOfT 

Accor4M| to the AlA liHtriibrKi C«at 



ICPOffTS OKch«d ^ 

SCWIt □ UbrarrriH □ 



OUf 

KUTKiaiOllS □ f«r UK « bbr»fy tii*r 



■OTSUITICCAUSE 



□ MolOwfitd 



□ Hafdcop^ . 



•OtKOWING IIBIAIY lECOlO 



Dilirtccfvtd 

Dmrt^vrncd 

•y □ litrinrfitc □- 
N«ift 

$ 



lENCVALS 
MounMan . 



.yntundimt. 



□ Noftn««ab 



i«r ponad ol rtntwaf) 



ForvMol M. Ssith 
Awl^ (M^^vf iodic d trtW. vol ond y*or) 

Austin, Jaaaa H. 

TilW (wft^ OirlKof S pogM fof p«r iodic ol ofticl«t) (WkI •dttien. pioc« i doft) CH^** •ditien enty 

Chase, Chaoca and Creativity 
Colii^la U. Pr 1978 

^Vcntwd m (of mwcm o< .*I*v*iu») 3089869 

If nofKircwiotMg pWoM wppty Q Microlii#n Q Hord copy if coff doM no^ 9nc—dF% 



Interlibrary Loan 
Indiana State Library 
UO K. Senate Ave. 
Indianapolia, 19 46204 



HrnH, Thm AUTHOAiZED 8Y C. Jones 



ZZ» ILL Librsrian 



INTERLIBRARY LOAN REQUEST 

Accofdi^ lo A I A lAteflibrory loon Cod 



KgPOKTS Ch*<k«d by 



«NT SY □ ^ bbrory rot« □ 

CIkk9*i S tn»ur«d for 

Data Mftf i 

DUE 



Kt$TKICTK)NS □ for um hi libfory onty 



D CopyiA9 BOt pcrmitttd Q 



NOT SINT RfCAUSf: 



Q Nen crcw<otift9 

□ 



□ NetOwfiod 



Cit imott d Co»f o< Microfilm 

Mofd copy 

iOtKOWING U8RARY KICOtO 



Do«« f»c«iv*d ^ 

J{ Dot* ratvm^d 

»y □ Lib* Of y f o»« Q 

•ndofod $ lm«f»d for $« 

tffNffWAtS: 



R«9U«itodoA_ 
wf d to 



(Of pofiod of f»fMwa() 



4. S^le AIA ILL Request Fcaro , 
(Courtesy Purdue University Libraries and Eli LiUy. Scientific Library) 
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INDIANA IKIVfeRSm SCHOCX. CF MEDICINE LIBRARY 

Interlibcary DMn Itolicy 

Ihe Indiana Chiversity School of Medicine Library is the Indiana resource 
library in the six-state Midwest Health Scien<» Library Network. As Region 7 of 
the National Library of Medicine's Regional Medical Library Program this region 
supports health science library services to health personnel in Illicnois, 
Indiana, Iowa, Minnesota, North Dakota, and Wisconsin. 

The Sdxx>l of MediTcine Library's mission is to 8i^}port raedical research, 
education, and patient care at the Indiana Uhi^rsity Medical Center and in the 
State of Indiana. Primary patrons include faculty, staff, and students at the 
Medical Center, faculty and students at the School's eight Centers for MBdi<?al 
Bchication, all Indian^ physicians and practicing health professionals, and 
ooUege and university faculties in the State. 

The Library supplies interlibrary loans (books in the original, serial 
articles by photocopy) to all health science libraries, academic libraries, and 
Health-related corporation libraries in Indiana. As a resource library for the 
Midwest Network this library will refer requests for material it does not oan to 
one of the other 12 resource libraries in the Region or to the National Library 
of Medicine. If the request ip to be referred , the request must be so stanped. 

Serials in the original do not circulate outside the In^ianapoilS metropoli- 
tan area. Rare items, reference materials, and^ other unique mater ieds are not 
available^ on interlibrary loan. Interlibrary loans will not be sillied foe 
non-qualified borrowers. Non-qualified patrons are welcome to use the Library 
in person during certain specified hours. 

A oonplete 'bibliogr^ic citation is required for ali requests. Oonplete 
verification is also required. Vbrification is not a listing in a locator tool, 
but proof the material exists as requested. All requests will be returned if 
citations are inoonplete or abbreviated and/or verifications are inconplete. 

^;ferificaticn sources include: 

Biological Abstracts 
Chemical Abstracts 
Current Contents 
Ho^ital Literature Index . 
Index Medicus 

Medline ccnfxjter printouts 

National Library of Medicine Current Catalog 

Nursing Literature Index 

OCDC 

Borrowing libraries are responsible for determining that the School of 
Medicine Library has the material before requesting. HESSI (Health Science . • 
Serials in Ihdiara^iolis) or OCDC rtx>uld be used. Repeated requestfb for 
materials not in the Library may be charged as if they v^ere a filled request • 
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Bocrwing libraries are responsible for oortplying with oqpyright laws and 
either OCG or OCL of the copyright statertent is to be marked on all requests. 

Requests may be made by standard ALA forms directly to the School of 
Medicine Library, by TWXr or by OCDC. Ihe School of Jfedicine Librarf does not 
require interlibrary loan requests to bf channeled through the ALSA networ)c or 
the Indiana Statie Library. I*>one requests are not accepted unless a hospital 
has an emergency patient die situation. letters from individuals or institu- 
tions without libraries are not accepted. 

All elemehts of an AIA request fom must be included on all forms of 
request. The patron, and his/her status, for whcm the request is made must be 
identified and the School of Medicine Library reserves the right not to supply 
the material if the individual is not qualified. The date after v^idi the 
material is no longer needed must be ncked. 

No subject requests are accepted./ Oorputer seardi requests should not be 
submitted on interlibrary loan request focms. • 

No intet'library loan materials can be rene%^. The due date indicated means 
the date the item is due in the Sciiool of Medicine Library. The borrowing 
library is responsible for enforcing this policy. 

Replacement %sts for all lost materials are to be paid by the borrowing 
library. Vs ^ 

If the Library specifies that material may not leave the borrowing library 
or is too fragile to photocopied, it is the responsibility of the borrowing 
library to enforce the restrictions. 

There is a $4 diarge for each interlibrary loan transaction (original or 
photocopy limited to 50 pages) supplied by the School of Medicine Library. The 
Sfchool of Medicine Library has rp control over charges made by other resource 
libraries for requests referred to them. The School of Medicine Library bills 
monthly. 




[Supplied by the Miaiia University School of Medicine Library] 
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APPE20IX G > 

'AEDFESSES CF AlSftS, STA3E RESOUICE CENIERS 
PUfD OTHER ILL RELAIH) AgNTTES 




(Map Of ALSA reglcna 8i:ppli6d 1:^ Indiana State Library. ) 
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AFPEMJIX G (cnnt'd) 



AREA 



Northwest Indiana ALSA 
(NIAIfiA) 



Area 2 ALSA 



Tri-ALSA 



AEMINISrnATIVE 
OFFICE 

200 W. Indiana Ave. 
Chesterton, IN 46304 
(219)926^1146 



219 W. Market St. 
Nappanee, IN 4fi550 
(219)773-3641 

^04 Central Pldg. 
203 W. Wayne 
Fort Wayne, IN 4fi802 
(219)424-6664 



REFERENCE 
CENITO(S) 

Lake Oq. Public Library 
81st Ave. West 
Merrillville, IN 46410 
(800)552-8950 

Mishawaka Public Library 
209 Lincoln Way East 
Mishawaka, IN 46544 
(219)674-5079 

Port Wayne-Allen Co. 
Library 
900 Webster St. 
Ftort Wayne, IN 46802 
(219)424-6664 



4&5 

, Wabash V&lley ALSA 
(WVALSA) 



f&9 

, Eastern Indiana AI5A 
(EIALSA) 



8 

Central Indiana AISA 
(CIALSA) 



7fcl0 *■ 

Stone Hills ALSA 
(SHAI£A) 



222 S. Washington 
Crawfordsville, IN 47933 
(317)362-4235 



R.P. 1, Box 76a 
Daleville, IN 47332 
(317)378-0216 



1100 W.^ 42nd StN, Rn. 240 
Indianapolis, In 46208 
(317)926-6561 



159 Market 
P.O.Box 203 
Spexvtxc, IN 47460 
(8:12)829-6014 



222 S. Washingtcffi 
Crawfordsville, IN 
(317)362-4235 



47933 



Kokomo Rjblic library 
222 N. union St. 
Kokono, IN 46901 
(317)457-7245 

Muncie Public rj.brary 
301 E. Jackson St. 
Muncie, IN 47305 
(317)286-8935 or 
1-800-662-8903 

Indianapolis-Marion Go. 
Rjblic Library 
40 E. St. Qair 
Ind^viapolis, IN 46204 
(317)269-1700 (info.ctr.) 




I\±>lic Library 
303 E.^rioiwod Ave. 
Blocmington, IN 47401 
(812)339-2271 

Vigo Co. Pi±>lic Library 
1 Library Square 
Terre Haute, IN 47807 
(812)232-1113, x-243 
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APPEM)IX G (ccjnt'd) 



lia2&14 

Soatheastem Indiana AI£A 
(SIALSA) 



520 fth St. 
Coluitxis, 47201 
(812)372-0691 



520 '6th St. 
Colixnbus, IN 47201 
(812)372-0691 
WATS 1-800-832-5396 



13 

Four Rivers ALSA 



Ffcom 210 

Old Varderburgh Court House 
Evansville, IN 47708 
(812)425-1946 



New Albany-Floyd Co. 
Library 

180 W. Spring S^. 

New Albany, In ••47150 

(812)948-8.639 

WATS 1-800-892-2740 

c/o Central Library 
22 South East 5th St. 
Evansville, IN 47708 
(812)425^4721 



State Resource Centers 



Ball State Uhiversity lihrary 
ILL Service 
Muncie, IN 47306 
(317)285^1779 

Ixv3iana Uhiversity Library 
Inter library Loan Office 
BloGnington, IN 47405 
(812)335-6549 

Interlibrary Loan Service 
Purdue University Libraries * 
Lafayette, IN 47907 
(317)494-2800 



Interlibrary loan Office 
'Indiana State University Library 
T^rre Haute, IN 47809 
(812)232-6311, x-2209 

Hi. Office 

University Libraries 
University >6f Notre Dame 
Nqtre Dame, IN 465?6 
(219)239-6260 



Ot>)er Library Mdresses 

Indiana State Library . I.U. School of Medicfne 

140 N. Senate Avenue School of Medicne Library 

Indianapolis, IN 46204 Me<^. Sci. 122 

(317)232-3675 1100 W. Miciiigan St. 

Indianapolis, In 46223 
(317)264-7182 
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APPENDIX H 



* INTERLIBRARY LOAN SERVICES 



LIBRARY 
OF 

CONGRESS 



LOAN 
DIVISION 



INTERLIBRARY 

LOAN 

SERVICES 





c 



The Ubrary of Congress U a resetrch bbriry thit 
nukes its resources available through 16 reading 
rooms and other study facilities on Capitol Hill and 
elsewhere in the Washington. D.C, area. It alto ex- 
tends the use of iu collections outside the area 
through an interlibrary loan service provided by the 
Loan Division. 

Under the system of interbbrary loan the' library of 
Congr^n will Ien4 certain maUrials to other Ubraria 
for use by investigators in senous research. Requests 
for such loins must come from the library concerned. 

The interlibrary loan service is intended to aid 
scholarly research by making available unusiul mate* 
ritli not readily accessible elsewhere. It is intended to 
supplement the resources of other libraries, but not 
to provide the major part of items needed for ex- 
tended research. Consequently, the scope of the ser* 
vice does not inclilde lending large numbers of iten\s 
' for a single investigation. Local, state, and regional 
libranes are expeded to serve as the primary sources 
of research materials, while the library of Congreu 
serves as a library of last resort. If a researcher must 
have access to many items available only in the Li- 
brary of Congress, he is welcome to nuke use of them 
in the Washington. D.C. faciLty. 

Eligibility of Out-^ To¥im Bofrowtrt 

The interlibrary loan service u available to research 
workers throu^ any academic, public, or special li- 
brary in the United States or any major library in the 
world Junior college libraries and media centers are 
included m the definition of "academic" for loan pur- 
poses, other school libraries and media centers below 
that level are excluded. 

Academic libraries are expected to originate re- 
quests for materials needed by faculty members in 
their academic work. They may request materials for 
graduate students pursuing master's or doctoral pro- 
grams only when the matenal is not available else- 
where in North America. Materials ordmarily will not 
be provided to support undergraduate study. 

Public bbranes are expected to request materials 
only for patrons pursuing serious research. Federal 
agency libraries may borrow materials for use in offl* 
cial work. Special libraries may request items for use 
in senous research at the institution. All libraries are 
expected to seek the material from local sources, 
however, before th«p apply to the Library of Con- 
gress. 



Library of Congress 111, Services 
(Cburtesy rJ.brary of Congress) 



A-30 



ERLC 



APPENDIJi H (cont'd) 



MM«f bis Not Avtilabto for Lomi 

Because of intemil needs, includtng its primary ser- 
vice obUgition to the Conpett, ind for other reasons, 
the Librtiy does not knd certain materiab. These 
include: 

1 . Books that are in print and procurable through 
ordinary trade channels. 

2. Books and other materials frequently needed by 
Congress, local Federal agencies, or readers in 
the Library. Many official documents, books In 
various reference coUecUons. Unguagc dictio- 
narici. e/icyclopedias. genealogies and local his- 
tory materials are ordinarily excluded on this 
basis. 

3. Newspapers, periodicals, and collected set 
ceptions may be made when microfihn is I 
able. 

4. Materials of unusual value or rarity includmg 
manuscripts (unless on microfilm) <nd itenu 
assigned to the rare book collection, materials in 
poor physical condition, or materials which by 
reason of size or other characteristic require ex- 
perisive packing. 

5. Sheet music. librettos, motion picture filnu. and 
dissertations on microfilm. 

Some exceptions to these rules are made for 
Federal libraries in the Washington. D.C. area. 



on this 

ety*t- 
Ulrail- 



Ijoan Ptriod 

InUrlibrary loans are made for a period of two 
weeks, from the date of issue in the meUopcrfitan 
Washington area and from the date of receipt outside 
the area. One extension for an additional two- weeks 
is granted upon request whenever feasible. AD roaU- 
rials on loan are subject to immediaU recall if re- 
quired for Congressional use. 



Lost and Dama^ad Itarm 

The borrowing library must assume complete re- 
sponsibility for the safety and prompt return of aU 
borrowed material. It is expected to apply to the 
borrowed materials the san>e wfeguards it would 
apply to materials of lU own. The retponsibUity of 
the borrowing library extends from the time the 
material is charged out until it is returned ufely to 
the Library of Congress. In cases of loss or damage, 
the borrowing library is expected to attend to the 
details of maicing replacements. Any item not re- 
turned within six months afUr the expiration date of 
the loan period will be deemed to have been lost. If 
the borrowing bbrary caimot obtain a copy of the 
lost edition, it may reimburse the Library by check or 
money order for the value of the lost item, or the 
Chief of the Loan Divlsionfmay recorwnend a sub- 
stitute title u a replacement. 



Submiaaion of Requetts 

Requesu for loans may be submitted on standard 
American Library Association forms* In accordance 
with the Interlibrary Loan Code. Forms should be 
addressed to: Library of Congress. Loan Division. 
Washington. D.C. 20S40. 

Requesu also may be submitted by teletype 
(710-822-0185) or. in caaes of special urgency, by 
telephone (202-287^5444). If a teletype reply is de- 
Mred. libraries dibuld indicate on the mesttfe TIeaae 
reply TWX c<%ct." All requesU will be handled u 
quickly u pdttible ; those showing reply deadlines will 
be given special attention by the Loan Division when- 
ever pocsiMe. 



.PhotortprodMCtion Sfrvicas 

^ The Library of Congrea does not ordinarily lend 
materials /or the purpose of photocopying. Photo- 
reproductions of most materials in the Library's 
collections, however, are available from the Photo- 
duplication Servi<^ at moderate cost. In this manner 
libraries can obtam for their patrons much of the 
material unavailable on mterlibrary loan. Requesu for 
photocopies may be sent with complete bibliographic 
date to: Library of Congress. Chief. Photoduplication 
Service. Washington. D.C. 20540. or the appropriate 
annotation can be made on the interlibrary loan form 
and the Loan Division will transfer the request to the 
Photoduplication Service if the item requested cannot 
be provided on loftn. 



^Stanterd ALA rttwMbriry k>tii formi are mttable from 
gbrvy supply hoiim. Go^taanmt Hbrtriet may ordtr forms 
from th« Cenertl ServkM Admlnistfation. \Fof» SF-162. 
CSA Stock No. 7540-145-01-69) 



Hours and Location 

The Loan Division, Room G155. Library of Con- 
fess Building, is open for businf?ss from 8 ajn. to 
5:15 p.m. every weekday, except holidays. The tele- 
phone number Is 202-287.S441. 

I 
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PROSECUTION FOR THE RETURN OF LIBRARY MATERIALS 

Acts of 1980, Public Law No. 206 



Be it >enaote4 by the General Assembly of the State of Indiana: 



SECTION 3.5 (d)^ If a person: 



(b) 



V 



(c) 



(1) 



borrows any article which belongs to 
Dr is in the care of any library, 
gallery, museum, collection, or ex- 
hibition; 

borrows the article under an agree- 
ment to return the article within a 
specified period of time; and 
fails to return the article within 
that specified period of time; 
then the lender shall comply with subsec- 
(b). 

person commits those acts specified 
in siAsection (a), the lender shall: 
(1) send wMtten notification of the viola- 
tion of the agreement to the borrower ; 
attach a copy of this section to the 
notice; 

include In the notice a request for 
return of the article within fifteen 
(15) days of receipt of the notice; 
and f 

mall the notice Iff the last known ad- 
dress of the borrower or deliver it 
to the borrower in p>erson. 
TKe lender -shall send the notice required 
by this subsection by certified or regis- 
tered mail, return receipt requested, 
if the^orrower wil Iful ly or knowingly fai Is 
to. return the article, or reimburse the- 
the lender for the value of the article with- 
in thirty (X) days of receipt of the notice 
required in subsection (b), he commits a 
Class C Infraction. 

A person whro conmits an offense under this 
section may not be charged with an of fense 
under section 2 or 3 of this chapter for 
the same act. (IC 35-43-4-3,5) 



(2) 



(3) 



tion 
If a 



(2) 
(3) 

(4) 



The penalty for a Class C 
than $500 (IC 35-50-4^4). 



Infraction is a fine of not more 



ED/ISL 
10/80 



ERLC 



1 



A- 32 



APPFNory J 



lYip. Indiana Cnof^^rative Ubrary Services Autborit-y is the contractinq 
network for provision of CCIC servicer in InrHana, Anon^j tKesc servicer is 
rn online computer-based il.r. system, A brief description of t>ir Fvstem 
follows. 

As each library user of t>e OCir system cataloqs an item, itF IT code 
(called a holdinq code) is retailed in the /3ata base linked to the Cc^taloq 
record. R>r exanfle "JUL" is the boldinq code for ti.v Indiana Univecsitv 
Libraries. There. are over 100 mllion foldino coder in the data bare of 
r-ome p rr.illior titles of hooks, rorials, pf.onorecorns, maps, etc. 

A library can search for a specific title and can ask for a holdinas 
display. This display is organized by state to facilitate rapid location 
of material in nearby libraries, A borrc^;inq library can cormanf^ the cod- 
puter to qenerale an ILIi v/orkform automatically from tl')e cataloq record for 
a specific title. The library ttien inputs data similar to that reouired on 
a printed II.T request. Hokveverr the library can also enter a "strinq" cf 
up to five potential lenders and the OTIC ccnputer s^Ttem will autcmati- 
cally route the request to the r^econd library in the strinq if the first 
can't supply anc^ so c«i. 

The Hi. reca^est staj/s in the online- file, accessible to lender and 
lorro^'.vr until ttic transaction is complete, A fee is charqed for ur>e of 
the syst€:m on a transaction b-asis. 

Training in tlie use of tt-e online ILL rystom is provided by INTOI^ 
staff, Incuiriej may be directed to them, 

Follcfc/inq is a series of printouts illustrating various aspects of the 
online CCIC IIL system, (In actuaJ use, tl-ese.data appear first or a 
TV-like screen and are printed out as required,) 

7he OCrC system provides other , valuable aids to IIJ., Foe exanple, the 
Indiana Union last of Serials is online via the CCLC system. Ihiis 
constantly iipt'^ated file aids in identification of libraries c^/ninq specific 
x'oltBT^es of a periodical or serial. 

Another aseful file is the Name Pc^ccess Pirectory (NAP) whicr: provides 
online information about libraries including adrlresr, telephone number, and 
departments*' 
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m HOLDINGS IN TQD - FOR HOLDINGS ENTER dh 'DEPRESS DISPLAY RECD SEND 

OCLC: 6143159 Rec stat: ^^ntrd: 300612 Used: S01106 

Type: a Bib !vl: m Govt pub: Lang: eng Source: Illus: 

Repr: Em: Ivl: . Conf pub: 0 Ctry: nyu Dat tp: s f1/F/B: 10 

Indx: 0 Mod rec: Festschr: 0 Cont: b 

Desq: i Int Ivl: Dates: 1930, 
' 1 010 80-lZ444//r80 

2 040 DLC c DLC 

3 020 0334210707 : c $9.95 • 

4 043 n-u-s— 

5 050 0 HQ755.8 b .M37 

6 032 306.3/7 

7 049 TuDD 

"8 ld3 10 Nurdock, Carol Vevjoda. 

9 245 10 Single parents are oeople too! : b Hoiii to achieve a positive 
self-irnaqe and personal satisfaction / c Carol Vev.joda ilurdock. 
10 260 0 [Neiii York] : b Butterick Pub., c [ci930] 
11- 300 192 p. ; c 26 cm. 

12 504 Bibliography: p. 137-192. 

13 550 0 Single parents z United States. 



Flgucj 1. OCLC Catalog Record. 
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Screen 1 of 3 i . ^ % 

ALL LOCATIONS - FOR OTHER HOLDINGS DISPLAYS ENTER dhg, dhs, OR dhr, WSPLAY i 
lECD, SEND; FOR BIBLIOGRAPHIC RECORD ENTER bib, DISPLAY RECD, SEND 



STATE 


LOCATIONS 








•ABJ ALM ASL 






AR 


AKC AKD AKF 

nr\\/ nrxi/ nr\i 






AZ 


AZD AZN'AZT 


YCC 


i 




rPfi CBL CCP 


CCR 


CDH CDS CDU CFL CGL tGU CKC CNO CPP CPT CRP CSA CTO CZA 




Mfr prf) CTD 


^yp 








\t\JSi 


DPL 


'w 1 


RPT Ffill FFM 

Dr 1 r nu r LI 1 


yiMl 


HPI S'^A HHP ^ 

niL jun i^nr 


nr 






^^^^^ 




l/LL l/LI 1 \iy\y\ 






ri * 

1 L • 


ri7M rrM rrN 


r DM 


FRP FTN FPT TRI ORI ^ 

r Di\ rJli r rJ JPL vPnL 
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-Request ?ent • • . 

ILL: 937531 Borrouier: TQD ReqDate: 831107 Status: PENDING 
OCLC: 6143159- NeedBef ore: 801215 RecDate: ReneualReq:, 
Lender: *TQC ♦ • DueDate: • NeiuDueDate: 

1 ChLLNO: . 

2 AUTHOR: ^Murdock, Carol Vevjoda, / < . 

3 TITLE: Single parents are. people tool : Hoid to achieve a positive self 
imaqe and personal satisfaction / 

4 EDITION; , " 

■ 5 INPRINT: [Nea York] : Buttehick Pub., [cl980] 
. b ARTICLE: ; " • ' ■ 

7 VOL: NO: DATE: - PAGES: ' * • 

■ 3 VERIFIED:. OCLC ' ' ^ 

9 PATRON: Smith, John S. ' 

10 SHIP TO: INCOLSA 1190 W. 42 St. Indianapolis, IN 46208 

11 BILL TO: Same 

12 SHIP VIA: UPS MAjKOST: $5,00 

■ 13 BORROWING NOTES: CCG' 

14 LENDING CHARGES: DATE SHIPPED: SHIP INSURANCE: 

15 LENDING RESTRICTIONS: 

46 LENDING NOTES: ' ' . " 

17 RETURN TO: ■( 

13 RETURN Vlfl: ^ . 

( 

Figure 3. Automatic ILL Workform, ' « 

: . : : : i Ji 
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INDIANA UNION LIST OF SERIALS 
Outdoor Indiana. 

ISSH: 0030-7068 CODEN: ' OCLC no: 2391881 Frequn: m Regulr: n 
ITEflS.MflRKED + HAVE FULLER HOLDINGS. REQUEST LINE NO. TO VIEW THESE. 
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NflCN: 1733 DATE MODIFIED: 810314 DfiTE LAST USED: 810731 

1 ATTN OF: 0 

2 TITLE ' 0 

3 ORGflNIZ Anderson Pub Libr t LIBR 

4 PO/ST 32 W 10th St 

■ 5 CITY/ST c Anderson s IN p '46016 n US 

6 IDENTm 1 Main n InAnd o lAM o ILSU o INC z OCL 

7 COMMUN 317 p 644-0938 

8 AFFIL'N OCLC a INCOLSfl a Indiana Union' List of Serials 

9 POLICIES ' ^ — 

10 MESSAGE 



Figure 5. Sample Name Address Directory Display. 



APPENDIX K j, 

RECIPROCAL BORROWING COVENANT 



Whereas, 



It Is to the advantage of the people of Indiana that 
Intellectual mateflals be accessible to them and 



Whereas, 



Whereas, 




public libraries have been developed to promote free 
ccess to Intellectual materials available In organized 
collections of such materials In locally supported public 
brarles; and 

the^rtles to this agreement are desirous of fulfilling 
their obligations and purposes in this regard do 



Hereby, 



covenant between them on behalf of the people In their 
library district to permit any person holding a valid 
resident borroww's card from any library which Is a party 
to the Covenant access to circulating materials, such an 
arrangement being generally referred to as reciprocal 
borrowing, subject only to the conditions set forth here 

follo»f1ng: ^ . ^ 

1. Users of this arrangement are expected to 

a. conform to the rules and regulations of the 
* Institution from vrtilch they borrow 

b. present a valid resident borrower's card 
Issued by their local library as evidence of 
their eligibility for .this service; and 

c. pay promptly all delinquency charges which 
may accrue against them. 

. Z. Participating libraries agree to assist each other. 
If necessary (on request) In recovering materials. 

3. Participating libraries may limit this activity 

to specific classes of materials at their discretion, 
but are encouraged to provide unlimited access. 

4. Participating libraries are not required to take 
reserves or Initiate Interllbrary loan requests. 

5. Participating libraries must be a member of an ALSA. 



This covenant becomes effective on the latest date shown 
below and shall remain In force until either party wishes 
It modified or cancelled. In which case ninety days notice 
must be given In writing to the Indiana State Library. A 
copy of this agreement shall be filed with the State Library 
upon signing. 



Date 



Date 



ERIC 



(Courtesy Extension Dlviilon, Indiana Stat* Library) 
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1 A Q 

1 A 



I 



Public Library 



Librarian 



President, Board 
"of Trustees 



'appendix K (cont'd) PubHc Library 

i 

Reciprocal Borrowing Restrictions 

Please check the statements which apply to*your library's policy regarding loan of 
materials to reciprocal borrowing patrons: ^ 

All library materials .loaned to resident borrowers will be loaned to 

reciprocal borrowing patrons, ^ 

Reciprocal borrowing patrons may borrow only the following types^ of 

materials: 



^ooks 

"periodicals 

"\ert1cal file materials 

Jllas 

"Records 

glides 

"video-tapes 

Tllmstrlps 

"Art Prinm 

"Hicrofllm^ 

"Microfiche 



Other (Please list) 



^ Borrower's Card Requirements 

Please check the statement that applies to your library: 

The library does not normally Issue borrower's cards"^ patrons of the 

library district. 

Please Indicate what Identification your patrons will 
be given to use lyi other libraries: 

^Letter from library 

_Spec1a1 card Issued on request 



Other (Please specify) 



The library Issues borrower's cards to patrons of the library district. 

Do you plan to Issue your library's borrower's card 
to reciprocal borrowing patrons? 
Yes_ No 



Please return to the Extension Division, Indiana State Library, 140 North Senate Ave., 
Indianapolis, IN 46204. This Information will be provided with the succeeding list of 
part1c1pa.t1ng libraries. 



(Courtesy Extcnaioo Dlvlflon, Indian* St«t« Library) 



ED/rSL 
10/79 



ERIC 
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APPENDIX L 



'INTERLIBRARY LOAK POLICY 



Interllbrary Loan Address: 

Ball State University 

Inter library Loan 

Muncie, IN 47306 
TELEPHONE NO; 317/285-1779 
7WX NO: N/A 



BOOKS: ' 
Hill len d Yes 
Will not lend . 



NUC CODE: inMB 



OCLC CODE: IBS 



Photodupl ication Address: 



Same 

TELEPHONE NO: 
TWX NO: N/A 



Same 



,TWX SERVTCET 

Hill accept loan request s n/a 
Hill accept phocotocy requests n/a 
OCLC SERVICE: 

Hill adcept loan requests Yes 
Hill accept photocopy re^uestSYta 
Nianber of tiipes symbol required 
In lender strin g one 
SERVICE CHARGES: 
No charg e none 



Length of loa n 2 weeks use 

Hill renew jf th^r^ no Hni.n on book 
Special restrictions Fmn. r^tu^r- hh« n 

JS^neral Collection. 1 Pny^ti nf Inan is 
PERIODICALS: 1 week 

Hill len d' Mo nnHpr no rl rcumfi ^ anp.ea 

, Hill hot lend 
Lend if article exceeds -- p ages 
Photocopy in lieu of loan if article 
under -- . pages 

DISSERTATIUNSI ^. 

Hill lend in 4-State Univ. Coop, on ly 

Hill not lend n/a • 

Length of loa n n/a 
Will renew n7a 



Microfilm available from: 
Our librar y, n/a 



Charge per ILL transaction ^oa^ 
PHOTOCOPY SERVICE: 

No charge up to 15 pages 



University Microfilms since degree 
MASTER'S THESES: was offerea 

Hill lend ^^s* circulating copy avail. 

Hill not lend " • ~~ 



Charge per exposur e $.10 for I6 or' more Length of loa n 2 weeks use 



no 



Hill renew 
MICROFORMS: 
Hill lend: 
cards 
Film 



Handling charge none 

Minimum charg e none 
NICROFILNING: 

Service availabl e 

Charges for a) positiv e n/a . 

b) negativ e 'n//l 
BILLING PROCEDURE: 

Invoice with material 

Invoice on ILL fonn 

Payment In advance 

Other avalt Invoice from Bus. Qffi ce 
POSTAGE: [ 
Do charge , 

No not charg e But velcome postage i n 
SPECIAL COLLECTION STRENGTHS: form of stampriDther 
John Steinbeck. Sir Nomran Angel. 

Mlddletovn Studies 

SUSPENSION OF ILL SERVICE DURING 



No 



Will not lend: 



Fiche X 



Prin t N/A 

60VERNNENT"PU5L I CATIONS: 

Depository: Will lend: Will not lend: 



no 



yes 



State 
U.S. " 
Canada " 

6t. Britainno 
U.N. no 



^es 



no 



CHRISTMAS: Dec 10- Jan 4 



DURING SUMMER: no 
COMMENTS: 



no 

Length of Loan 
Will rene w yes 
SPECIAL MATERIALS: 
Typ e A-v 



Will lend nTa 



Will not Tend 
Length of loa n n/a 
Will rene w n/a 



ERLC 
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INTERLIBflARY LOAN POLICY 



Interlibrary Loan Address: 



Indiana State 
Inter library 
Terra Haute, 



TELEPHONE NO: 812- 232^6311 ext. 2209 
TWX NO: TWI terallnal le not owned 

NUC CODE : InTl . 

OCLC CODE: ISU . 

Pho todupl ication Address: saoe aa above 
Indiana State Tfelveralty Library 
Interlibrary Loan 
•Terra Haute, IN 47809 
TELEPHONE NO: 
TWX NO: 



Unlvaraity Library 
Loan 

IN 47809 ' 
BOOKS: ' 
Will lend 



Will not lend 

Length of loan 2 veekg 
Will renew 



Special restrictions 



PERIODICALS: 
Will lend No 



Will not lend X 



Terminal not owned 



j)ages 



TWX SERVICE: 

Will accept loan requests 
Will accept phocotocy requests 

dCLC SERVICE: 

Will' accept loan requests X 



Lend if article exceeds 
Photocopy in lieu of loan if article 

under^ pages 

DISSERTATIONS: 
Will lend 



Will accept photocopy requests ^ 
Number of times symbol required 

in lender string ona 

SERVICE CHARGES: 
No charge_ 3C 



Will not lend^ 

Length of loan p veeka 



Charge per ILU transaction 
PHOTOCOPY SERVICE: 

No charge up to pages 

Charge per exposure after IS pe gea 

Handling charge 

Minimum charge 

MICROFILMING: 

Service available no 



Will renew Yes - 

Microfilm available from: 

Our library nq ^ 

University Microfilms since ivn 
MASTER'S THESES: 

Will lend X 



Will not Tend 
Length of loan 2 weeks 

Will renew 

MICROFORMS: 
Will lend: 
cards X 



Will not lend: 



Charges for a) positive 

b) negativ e y 
BILLING PROCEDURE: 



Film X 






Fiche ^ 






Print I 







Invoice with material 

Invoice on ILL form 

Payment in advance 

Other 

POSTAGE: 



X 



Do charge 



No not charg e I 

SrECIAL COLLECTION STRENGTHS: 

Eiduoatlon 

SUSPENSION OF ILL SERVICE DURING 

CHR I STMAS : No 

DURING SUMMER :_ 
COMMENTS: 



Depository: 
State ^ 
U.S. Partial 

Canada No " 

Gt. Bri tai n_Mo " 
{S.H. No ' - " 
Other " 
L eng th of Loan 2 veeke 
Will renew 



Kll lend: Will not lend: 
Selectiveljr 



No 



SPECIAL MATERIALS: 
Type 

Will lend 



Will not lend_ 
Length of loan_ 
Will renew 



ERIC 
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INTERLIBRARY LOAN POLICY 



ERIC 



InterVibrary Loan Address: Interllbrary Services Dept. 

Indiana University Libraries 
BlooHlngton, IN A7A05 

Borrowing unlt-812-335-7746 ^^^'f? ; X(^og|^jln print lent select- 



Lending unit 812-335-8026 



NO: 
NO 



TELEPHONE 
TWX N0:_ 
NUC COD El 
OCLC CODE'. lUL 



-NA- 



Photoduplication Address: 
Saae as above. 



Will lend 

Will not lend 

Length of lo^n ^ weeks use 
wm rene w 
Special restrictions 



renewals 



NO: 



Saae as above. 



NA 



TELEPHONE 

TWX NO: 

TWX SERVICE: 
Will accept 
Will accept 
OCLC SERVICE: 
Will accept 
Will aiccept photocopy requests 



loan requests 

phocotocy requests 



NA 



PERIODICALS: 

Win lend NA 

Win not lend X • 

Lend if article exceeds HA p ages 
Photocopy in neu of loan if article 
under NA pages 



loan 



DISSERTATION^ 
wni lend 



requests_ 



Numbef of times symbol 

in lender string 

SERVICE CHARGES: 

No charge ^^^^ ^•^^ 



required 
once 



Will not lend NA 
Length of loan 3 
Will renew No 



ting copy AVAllable 



3 veeke 
renewals 



use 



Charge per ILL transaction 

PHOTOCOPY SERVICE: ^^^^ ^'^^^ 
No charge up to , n . 

Charge per exposure * 
Handling charge T^^^T^^ ^'^^ 

■ Minimum charge ^i^*^^ 

MICROFILMING: 

Service available ^ 

Charges for a) nncit-iTT^ NX: 
b) 

PROCEDURE 



pages 



Microfilm avai lable from: 

Our library NA 

University Microfilms since^ 
MASTER'S THESES: 
Will lend X 
Will not, 



1952 



positive^ 
nega ti ve_ 



Length of loan^ 

Will renew__NO RENEW. 
MICROFORMS: 
Will lend: 

cards X 

Film y 

.08 per frame * PicheX 




Will not lend: 



Fiche 
Print" 



BILLING PROCEDURE:. , PrintJC 

Invoice with ma ter ial ^ ^"5 , ?* ff !8fG0VERNMENT PUBLICATIONS: 



on ILL forni_ 

in advance 
NA — 



Invoice 

Payment 

Other 

POSTAGE: 

Do charge ^ 

No not charge 

SPECIAL COLLECTION STRENGTHS: 



SUSPENSION OF ILL SERVICE DURING 
ruDTCTKiAc. week prior & week 



Dcposi tory: 

State 

U.S. 

Canada 
Gt. Britain 

U.N. I 

Other 



Will lend: 
selectively 

fw 

n 

n 



Will not lend: 



ft 

-Tfr 



of Loan 
■enew ^ 



3 veeks use 



rensMls 



after 



-NA- 



CHRISTMAS 

DURING SUMMER 

COMMENTS: SsMSter break - suspend 
service from branch libraries 



LengtV 

Will h 

SPECIAL MATERIALS:^ 

Type Rare books/manuscripts 

, Wi 1 iHend ^ 
' Will 



not lend^ 
Length of loan_ 
Will renew ^ 



* Microfilming! Mini 
plus $3.75 handling 



charge $7,50 



Special conditional No reserves 
holds accepted, no rush. 



or 



^Photocopy service! Will not copy more 
than 50 exposorea for titles held at 
branch liberies. Must Indicate CCC/CCL 
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Service charges: Only for 
^g^e^^l^arles which charge 
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INTERLIERARY LOAN POLICY FOR IHDIAIU OHLY 



Interllbrary Loan Address: 
Interllbraxy Loan Office 
IHirdue Unirersity Libraries 
West Lafayette, IN 1^7907 
TELEPHONE WO: nT-U^-aBoi 
TOX MO:^.lloae 

Nuc cootr^ 



InLP 



OCLC COOfi 
Photoduplication Address: 



Saoe As Above 



Same As Above 



TELEPHONE NO: 

TWX NO: 

TWX SERVTC^I ■ "~T" 

Will accept loan requests n/a- 
Will accept phocotocy request s n/T 
OCLC SERVICE: 

Will accept loan requests y 
Will accept photocopy reqliests T^ 
Number of times symbol required 
In lender string twice 
SERVICE CHARGES: 

No charge Rone 

Charge perlTL transaction ' 



BOOKS: 

Will lend yes 

Will not lend^P*^^*^-^ WllftCtlOM,~Re8v., etc. 
Length of loa n^M "^"^ fwa aity pf shipping 

'Will renew vanes ^. 

Special restrictions i^^*aiBiy a^pro dlng^on cond. 
of book, short-term policy ror some loans, etc. 

PERfOoiCALS: ~ 

Will len d 

Will not lend - 



Lend if article exceeds pages 

Photocopy in lieu of loan if article 
upder ' pages 
DISSERTATI(5KSI 

Wil? lend l^ave 'non-archival loan copy 

Will not "lend archival or flLn copy ' 
Length of loan Same as booka 

Will rene w varies 

Microfilm avai lable from: 

Our library photo co py f o r Mas'l^er 's 



^PHOTOCOPY SERVICE: see below 
No charge up to 



Charge per exposure_ 

Handling charge J 

Minimum charge 

HICRDFILMING: 

Service available 

Charges for a) positive_ 
b) negative" 

BiaiNG PROCEDURE: 



pages 



University Microfflms s i nc c 195* 
MASTER'S THESES: 

Will 1 end I f we have non-archival l oan copy 

Will not lend archival copy . 

Length of loa n Same as books 

Will rene w varies 

MICROFORMS: 



No 



Will lend: 
cards x 
X 



Will rrot lend: 



Film_ 
Fiche 
Pri nt 



X 
X 



Invoice with material. 
Invoice on ILL form 
Payment in advance 



priced on II 



form 



Other Walt fos^ invoice from oar aile f 
POSTAGE : Acwuntant's Office 
Do charg e Tor expedi ted methods 
}r boot 



GOVERNMENT PUBLICATIONS: 

Depository: Will lend: 

State no » 

U.S. Partial 

Canada • no 



Will not lend: 



No not charge Tor book rate loans 1st 



SPECIAL COLLECTlOrirrRTOTHSTlIiirpEotocopather 



6t. Britainno 
U.N. no 



Engineerine« Sdencej Agriculture 

SUSPENSION OF ILL SERVICE OURiNS 

CHRISTMAS; Dec. 10 throfugh Jan. 2 
DURING SUMHER Tno^pension of service 
COMMENTS: 

1. Indiana academic, public, and Stute 



Leng th of Loan varies 
Hill renew varies 



SPECIAL MATERI/VLS: 

Type 

Will 



2. 



5. 



ERIC 



goveranent: 1^ exposiMS free, iB to 20 
BxponrM $2,^0 cents each additional 
ixpomjor^ after 20. 

Indiana Induatrles and bualneases: 1-^ 
esqpoiures $3; each additional exposure after 
30: 10 cents each. 

U.Ba Q o rye ra aent offices in Indiana: 1-^ 
e3q;x>SQres $3; ^ cents each additional esqposure 
after 50. 
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lend^ 
WiH not lend_ 
Length of loan" 
Will renew 



Interllbrary Loan Policy for Indiana 

Only 



113 



INTERLIBRARY. LOAN INFORMATION SHEET 
Nme of Library: UNIVERSITY OF NDTIffi- DMffi LIHtARY Date: Jxar 19B1 

Address- INTERLIBRARY LOAN OFFI CE^ffilORlAL LIBRAJ^Y/PWiyERSITY OF NDIBE D^ffi- 



TWX: 



BOOKS: ■ 

•Lend? Yes " No 

Exceptions "Rng/TgFERENCE 



Length of Loan g WEBC5 
Renewable USPALLY 



AUD lemOW^MATEft I ALS 
Phono Albums 

Lend? Yes Nf4o TUTL 
Length of Loan 
Renewable \ 



Charge per i tern ID CHARGE FOR LOANS 

PERI0Dr6ALS: 

Lend? Yes No TTT 

Length of Loan 



Lend If article exceeds 



pages 



Reproduction a I lowed WD COPYING VWATaPEVE R 



MASTER'S THESES: 

Lend? Yes No 

Length of Loan 2 WEEKS 
Renewable nsHALLY 



Reproduction allowed 

MldROFORMS: 

^Wi II lend WIN not lend 



Cards 
Films mXI 
FIche Iim 
Length of Loon 



2 WEEKS 



NEWSPAPERS: 

Lend mlcrof i Im? Yes £3 Na^_ 

Lead paper? Yes NojQaxx 

Exceptions 



' Length of Loan 9 WCT.q 



MAPS: 

Lend? Yes I No 

Length of Loan 

Renewable 



Reproduction allowed 

GOVERNMENT DOCUMENTS: 
Will lend 

State 

U.S. 



Will not lend 



DISSERTATIONS: 

Lend? Yes pre^2 No pQBt<'^2 through UrdT.Micro- 

Length of Lpan P WKKK.q films 

Renewable nygTATJ.T 



Nc XI 



Cassette Tapes 
Lend? Yes 
Length of Loan 

Renewable 

I 6 nwn f i Ims^ 

Lend? Yes No ^JJ^ 



Length of Loan 
Renewable 



PHOTOCOPY SERVICE: 
No charge up to 



^exposures 



Charge per exposure ^10 
Handling charge 2.00 
Minimum charge 



Charge for cost estimate 
Automatic copy of less than pages 
Time fequlred for process g-3 dmre 

MICRO^FILMII^ 

Service available ; 

Charge per frame . 
Handling charge 
Minimum charge ^ 



eet 



SERVICE CHARGE: 

HO SERVICE CHARQE FOR LGAHS 



BILLING PROCEDURE: 

Invoiced with material 
Invoiced later 



Invoiced on ILL form 
Payment In iadvance ^ 
Other charges 



OTHER: 

Services suspended durlnjg Christmas 

iron IECO<BER 10' 

to JANOARY S eTery retf 



Q Length of loan 
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FRirU.S. depository since . 
State d^pot I tpry s I nee 



A t) 



ibrary Loan Addres^: 




INTERLIBRARY L'>AN POLICY 



InterlUbrary Lpnn 
Indiana STate Library 
140 N. Senate Ave , 
Indianapolis, gjg|^^A620A 



(317) 232-3728 
'Ai-3134 



ion Addi 



[dress: 



codeTkEL— 

PhotodiJplicaHon 
Intcrilbari^ry Loan - 
Indiana State Library 
140 N. Senate Ave. Indpls., IN 

TELEPHONE NO: r (317 ^ 232-*3728 
TWX NO: 810-341-3134 



46204 



yes 



TWX SERVICE: yes 

Wili accept loan requests_ 

Will accept phocotocy requests yes 
OCLC^ SERVICE: 

Will accept loan requests yes 



— / 



Will accept photocopy requests yes 
Number of times symbol required 

in lender string 1 

SERVICE CHARGES: 

No charge X [ , 

Charge per .ILL transaction 

PHOTOCOPY SERVICE: 



No charge up to 



pages 



Charge per exposure 25c . 
Handling charge none 
Minimum charg e none 

MICROFILMING: 

Sefrvice available no 

Charges for a) positive^ 
b) negative^ 

BI^jLING PROCEDURE: 

Invoice with material x 

Invoice on ILL form 

Payment in advance ^ 

Other ^ 

POSTAGE: 



Do charge 

No noll|harge 

COL 



out of state libraries 



SPECIAL COLLECTION STRENGTHS: 



SUSPENSION OF ILL 
CHRISTMAS: X 

DURING SUflMER 



SERVICE DURIN& 



COMMENTS: Newspaper section service 
suspended during Xmas from mid-Dec 
to early Jan. 

I 



Will len d X. ^ 

Will not lend_X l isted below 
Length of loan_ 
Will renew 



30 days 



Special rp<;trictionsngngfllo gy,^rch ives 
or atnple copie^ of Ind lfj^^A material 
PERIODICALS: do not circulate. 

Will lend in state only 

Will not lend single copies of Ind . Jrnli 
Lend if article exceeds p ages ' 
Photocopy in lieu of loan if article 

under pages 

DISSERTATIONS: Occasionally lend 
Will lend Indiana tonics 
Will not lend 



Length of loan^ 
Will renew 



Microf i Im aval labJ e 
Our library 



from: 



University Microfilms since_ 
MASTER'S THESES:n/A 

Win lend 

Will 'not lend 

Length of loan 

^^^^ renew_ ^ 

MICROFORMS: 
Will lend: 

cards 

Film X 



Will not lend: 



' Fiche 

Print 

GOVERNMENT PUBLICATIONS: 



State 

U.S. X 

Ca na da^ 

Gt. Britain 

U.N. 

Other 

Length of Loan u,s. 
VLill rene w u.s, no^ 



Win lend: Will not lend 
X ^f own multiple copies 




? wks State 30 dayg 



SPECIAL MATERIALS: 

Type 

Will^end 
Will not lend 
Length of lt)an_ 
Win renew 



$tate if no ot her 
requests 
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RESOURCE SHARING MANUAL 
CCWENT AND REVISION FX»M 



Ecrors/typc5S. (Please note below with specific page references), 



A3ditional information. (Please note below ac3ditional items or 
areas that you think this manual should include). 



f 
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APPENDIX M: Garment Fbnn- (cont'd) 



3. Anencknents/deletions. (Please note belcw, with specific references, 
parts of this manual needing revison or deletions.) 

r 



4. Other csomnents. 



Network Coordinating Comnitee 
c/o Extension Division 
Indiana State Ubtary 
140 N. Senate Ave. 
Indianapolis, IN 46204 



FROM: 



(name) 



(library) 
(acldress) 
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BIBLIOGRAPHY 
Interlibrary Loan 



ERIC 



« GENERAL 

•interlibcary loan Issues", TO, regular column beginning in SiJnqjer, 1977. 
-international Lending: Principles a«3 Guidelines for Procedure (1^78)", 

'%o.'>%.oc Pall, IQftOs ^ 

n^Wi^ah Katherine. '"^ '^^'^ '^■"^ 

Library Association, 197iK 

-sisa ts^ns ^e^i^^L^er ^^sr ' 

(Washington, 1978). (Kit and Flyer, no. 42). 

, Physical Access . (Washington, 1976) (Update 

1978). Kit and Flyer, no. z/). 

. CoUection Develcpnent Policies. 
(Washington, i$77). (Kit and Flyer, no. 38T: 

BIBLICX3^APHY 

Mary E. interlibrary Loans: A BibUoa^ with Attracts, ^ri^fleld, 
Virginia N aHonal -tecfe Sraformaticn servici7T979. . • . 

» 

;»rican Ubrary 'T^^Tt^'^'^i^Tr^^'^^t tttS^E^ary ' 

New ccryri^t I*= O^.tions ^>^^l^£^£iS±b^- ' 
— iSfiington, 1CA,T577 — 

■SS^S^ SSBSTcc^ing, and e^ucaticnal uses o£»sic. _ 



( jLtlN&r) ,~Decentoer 1977. 
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AIPEMDIX N 
BSLIOGRAPHy 

Interlibrary loan (cxjnt'd) 



lUi OOCES AND POLICIES 



"Mcdel Interlibrary loan Code for Regic^ial, State, Local, or Other Special 
Gcxxps of Libraries". RO 20:26-28 Fall, 1980. 

■^National' Interlibrary L3an CSode, 1980", ^ 20:29-31 Fall, 1980. 
ILL REFERfNpg INTCRVIEW * 

Jennerick, Edward J. "The Art of the Reference Interview", Indiana 
Libraries, VdI. 1, no. 1: 7-18, ^ring 1981. 

DffX»MATION TO ILL USERS 



^ Evansville & V&nderburgh Oo. Public Libraxry. "Interlibrary Loan Procedures." 
^ Uhabashed Librarian no. 29: 8* 1978 

NLTWOKKING 

DeQennaro, R. "Resource Sharing in a Network Environment." Library Journal 105: 
353-5 February 1, 1980. 

.Boals, D. M. "Interlibrary loan Networks; Practical Cbstacles Cn the Itoaid to 
qtxpia". Pdplic Libraries 19: 124-5, Winter 1980. 

STATE AND REGICNAL PR0G3W1S 



NYSILL Task Fbrce. New York State Interlibrary Loan, NYSILL, 1967-1977; a 

report of the NYSIuTfiik Fbroe , Aoyust 18 1978. Albany, Uhiversity of the 
State oF"New York, Bie State Education Department, New York St^te Library, 
1978. 

Reynolds, Dennis J. "Regional Alternatives for Interlibrary Loan: Access to 
Uhreported HoXdings"^, Oollege and Resear<± Libraries 41:33-42 January 1980. 

Itollins, Jane G. "The New York State Interlibrary Loan Program-^sfYSILL 
1977-1978", Bookmark 38:99-102 Winter, 1979. 

r 

. "The New York State Interlibrary Loan Progtam-NYSIIi. 1978-1980", 
Bookmark 38:449-455 Sunmer, 1980. 



Strasser, Alexandria. Bibliographic Access in Pennsylvania. Pittsburgh, 
Region2d ^Ibrary Owiter, 1979. (Includes survey of present interlibrary 
loan activity.) , 
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Strong, Gary E.^ "Wiat's Involved in Loaning Books", RCA Quarterly 40:7-11 
Winter 1976. 

Vtolper, James and Trudell, Libby. "Model of the NELINET Ccnputerized 

Interlibrary Loan System", Journal of Library Autanatjon 11:142-51, June, 
1978. 

(NOTE: Also on file in Extension are state ILL guidelines fron the following 
states: Florida, Illinois, Pennsylvania, South Dakota, Ttexas, and Wisconsin.), 
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